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FN-1 Mission Statement
The mission statement articulates the board’s and the staff’s shared understanding of the purpose of
the library and whom it serves. It inspires those who work on behalf of the library and provides a
compass for action. This policy ensures that the mission statement remains relevant and central to the
library’s operations.
1. The mission statement is used as a decision-making framework for the board and staff. All
strategic decisions of the library need to support the mission.
2. The mission statement is developed, reviewed and/or revised by the board as part of the
planning cycle.
3. The Renfrew Public Library’s mission statement must:
a)
b)
c)
d)

be short, clear, and concise
be relevant to the direction of the library
be easily understood by people both inside and outside of the library
guide the actions of the board and staff

The Renfrew Public Library’s Mission Statement:
Discovery. Inspiration. Connection. Inclusion.

Related Documents:
Renfrew Public Library. GOV-06 – Planning
Renfrew Public Library Strategic Plan 2019-

TOP
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FN-2 Vision Statement
The board’s vision statement describes the future success of the library. By creating a
compelling vision, the board encourages action that moves the library towards a desirable
future. This policy ensures that the board and staff are guided by a clearly articulated
vision.
1.
2.
3.
4.

The vision statement is used as a decision-making framework for board and staff.
All strategic decisions of the board need to support the vision.
The vision statement is developed by the board as part of the planning cycle.
The Renfrew Public Library’s vision statement must:
a)
b)
c)
d)

be futuristic, in that it describes what is not yet true
convey a picture of a desirable future
be easily understood by people both inside and outside of the library
guide the actions of the board and staff

Related Documents:
Renfrew Public Library. GOV-06 –
Planning Renfrew Public Library
Strategic Plan 2019-2024

Renfrew Public Library’s Vision Statement
Renfrew Public Library empowers our community by offering access to recent and emerging
technologies, up-to-date, accessible resources, competent, knowledgeable staff and space for
individual and communal creativity. Services are available where they are needed, whether
in-library, online or out in the community.
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FN-3 Intellectual Freedom
Recognizing that the board has a fundamental responsibility for upholding the principles of,
as well as advocating for, intellectual freedom, this policy ensures the rights of individuals
to access information.
1.

The board adopts the Canadian Library Association’s Position Statement on
Intellectual Freedom, approved by the CLA Executive Council ~ June 27, 1974;
Amended November 17, 1983; and November 18, 1985.

2.

It is the responsibility of the board, and those who work in the library, to:
a)

b)

c)
d)

3.

ensure that all library users have the fundamental right to have access to all
expressions of knowledge, creativity and intellectual activity, and to express
their thoughts publicly
guarantee and facilitate access to all expressions of knowledge and intellectual
activity, including those which some elements of society may consider to be
unconventional, unpopular or unacceptable
make available all of the library's public facilities and services to all individuals
and groups who need them
resist all efforts to limit the exercise of these responsibilities, while
recognizing the right of criticism by individuals and groups

The board directs the Chief Executive Officer to ensure that the principles of
intellectual freedom are integrated into all organizational policies, procedures and
practices.

Related Documents:
CLA Executive Council. Position Statement on Intellectual Freedom,
approved June 27, 1974; Amended November 17, 1983; and November 18,
1985 (Appendix A)
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FN-4 Respect and Acknowledgement Declaration
The Renfrew Public Library understands the need to recognize and embrace the principles of
truth and Reconciliation with Ontario’s Indigenous population, as outlined in the Truth and
Reconciliation Commission Report
Declaration
With this understanding, the Renfrew Public Library acknowledges First Peoples on whose
traditional territories we live and work. We believe that acknowledging territory shows
recognition of and respect for Indigenous Peoples, both in the past and the present. We believe
that the territorial acknowledgments are not simple a pro forma statement made before a
meeting; but a vital part of the business. We believe that recognition and respect are essential
elements of establishing healthy, reciprocal relations and are the key to reconciliation.
The Renfrew Public Library will use this Respect and Acknowledgment Declaration at the
beginning of all meetings held at the library:

“We [I] would like to begin by acknowledging that the land on which we gather is the traditional
unceded territory of the Algonquin, Anishinabek, Huron-Wendat, Anishinaabe peoples.”

TOP
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FN-5 IFLA Code of Ethics for Librarians and other
Information Workers
PREMABLE
This Code of Ethics and Professional Conduct is offered as a series of ethical propositions for
the guidance of individual librarians as well as other information workers, and for the
consideration of Library and Information Associations when creating or revising their own codes.
The function of codes of ethics can be described as
•
encouraging reflection on principles on which librarians and other information
workers can form policies and handle dilemmas
•
improving professional self-awareness
•
providing transparency to users and society in general.
This code is not intended to replace existing codes or to remove the obligation on professional
associations to develop their own codes through a process of research, consultation and
cooperative drafting. Full compliance with this code is not expected.
This code is offered in the belief that:
Librarianship is, in its very essence, an ethical activity embodying a value-rich
approach to professional work with information.
The need to share ideas and information has grown more important with the
increasing complexity of society in recent centuries and this provides a rationale
for libraries and the practice of librarianship.
The role of information institutions and professionals, including libraries and
librarians, in modern society is to support the optimization of the recording and
representation of information and to provide access to it.
Information service in the interest of social, cultural and economic well-being is at
the heart of librarianship and therefore librarians have social responsibility.
Furthermore, this belief in the human necessity of sharing information and ideas implies the
recognition of information rights. The idea of human rights, particularly as expressed in the
United Nations Universal Declaration of Human Rights (1948), requires us all to recognise and
acknowledge the humanity of others and to respect their rights. In particular, Article 19 sets out
rights of freedom of opinion, expression and access to information for all human beings.
Article 19 expressly sets out a right to “Seek, receive and impart information and ideas in any
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media and regardless of frontiers” which provides a clear rationale for libraries and the practice
of modern and progressive librarianship. IFLA in statements, manifestos and policy and
technical documents too numerous to list has expanded the understanding of work with
information. Implicit in this work is the idea of information rights and their significance for the
profession and society generally. The emphasis on information rights in turn obliges librarians
and other information workers to develop a principled critique of relevant law and to be prepared
to advise and, if appropriate, advocate the improvement of both the substance and
administration of laws.
The clauses of this code of ethics build on the core principles outlined in this preamble to
provide a set of suggestions on the conduct of professionals. IFLA recognizes that whilst these
core principles should remain at the heart of any such code, the specifics of codes will
necessarily vary according to the particular society, community of practice or virtual community.
Code making is an essential function of a professional association, just as ethical reflection is a
necessity for all professionals. IFLA recommends the Code of Ethics for IFLA to all its member
associations and institutions and to individual librarians and information workers for these
purposes.
IFLA undertakes to revise this code whenever appropriate.
1. ACCESS TO INFORMATION
The core mission of librarians and other information workers is to ensure access to information
for all for personal development, education, cultural enrichment, leisure, economic activity and
informed participation in and enhancement of democracy.
Librarians and other information workers reject the denial and restriction of access to
information and ideas most particularly through censorship whether by states, governments, or
religious or civil society institutions.
Librarians and other information workers offering services to the public should make every
endeavor to offer access to their collections and services free of cost to the user. If membership
fees and administrative charges are inevitable, they should be kept as low as possible, and
practical solutions found so that socially disadvantaged people are not excluded.
Librarians and other information workers promote and publicize their collection and services so
that users and prospective users are aware of their existence and availability.
Librarians and other information workers use the most effective ways to make the material
accessible to all. For this purpose, they seek to ensure that the websites of libraries and other
information institutions comply with international standards for accessibility and access to them
is not subject to barriers.

2. RESPONSIBILITIES TOWARDS INDIVIDUALS AND SOCIETY
In order to promote inclusion and eradicate discrimination, librarians and other information
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workers ensure that the right of accessing information is not denied and that equitable services
are provided for everyone whatever their age, citizenship, political belief, physical or mental
ability, gender identity heritage, education, income, immigration and asylum- seeking status,
marital status, origin, race, religion or sexual orientation.
Librarians and other information workers respect language minorities of a country and their right
to access information in their own language.
Librarians and other information workers organize and present content in a way that allows an
autonomous user to find the information s/he needs. Librarians and other information workers
help and support users in their information searching.
Librarians and other information workers offer services to increase reading skills. They promote
information literacy including the ability to identify, locate, evaluate, organize and create, use
and communicate information. And they promote the ethical use of information thereby helping
to eliminate plagiarism and other forms of misuse of information.
Librarians and other information workers respect the protection of minors while ensuring this
does not impact on the information rights of adults.
3. PRIVACY, SECRECY AND TRANSPARENCY
Librarians and other information workers respect personal privacy, and the protection of
personal data,
necessarily shared between individuals and institutions.
The relationship between the library and the user is one of confidentiality and librarians and
other information workers will take appropriate measures to ensure that user data is not shared
beyond the original transaction.
Librarians and other information workers support and participate in transparency so that the
workings of government, administration and business are opened to the scrutiny of the general
public. They also recognise that it is in the public interest that misconduct, corruption and crime
be exposed by what constitute breaches of confidentiality by so-called ‘whistleblowers’.
4. OPEN ACCESS AND INTELLECTUAL PROPERTY
Librarians and other information workers' interest is to provide the best possible access for
library users to information and ideas in any media or format. This includes support for the
principles of open access, open source, and open licenses.
Librarians and other information workers aim to provide fair, swift, economical and effective
access to information for users.
Librarians and other information workers have a professional duty to advocate for exceptions
and limitations to copyright restrictions for libraries.
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Librarians and other information workers are partners of authors, publishers and other creators
of copyright protected works. Librarians and other information workers recognise the intellectual
property right of authors and other creators and will seek to ensure that their rights are
respected.
Librarians and other information workers negotiate the most favourable terms for access to
works on behalf of their users and seek to ensure that access is not unnecessarily prevented or
hindered by the mode of administration of intellectual property laws and that licenses do not
override exceptions for libraries contained in national legislation. Librarians and other
information workers encourage governments to establish an intellectual property regime that
that appropriately respects balance between the interests of rights holders and individuals and
the institutions such as libraries which serve them.
Librarians and other information workers also advocate that copyright terms should be limited
and that information that has fallen in the public domain remains public and free.
5. NEUTRALITY, PERSONAL INTEGRITY AND PROFESSIONAL SKLLS
Librarians and other information workers are strictly committed to neutrality and an unbiased
stance regarding collection, access and service. Neutrality results in the most balanced
collection and the most balanced access to information achievable.
Librarians and other information workers define and publish their policies for selection,
organization, preservation, provision, and dissemination of information.
Librarians and other information workers distinguish between their personal convictions and
professional duties. They do not advance private interests or personal beliefs at the expense of
neutrality.
Librarians and other information workers have the right to free speech in the workplace provided
it does not infringe the principle of neutrality towards users.
Librarians and other information workers counter corruption directly affecting librarianship, as in
the sourcing and supply of library materials, appointments to library posts and administration of
library contracts and finances.
Librarians and other information workers strive for excellence in the profession by maintaining
and enhancing their knowledge and skills. They aim at the highest standards of service quality
and thus promote the positive reputation of the profession.
6. COLLEAGUE AND EMPLOYER/EMPLOYEE RELATIONSHIP
Librarians and other information workers treat each other with fairness and respect.
Librarians and other information workers oppose discrimination in any aspect of employment
because of age, citizenship, political belief, physical or mental ability, gender, marital status,
origin, race, religion or sexual orientation.
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Librarians and other information workers promote equal payment and benefits for men and
women holding comparable jobs.
Librarians and other information workers share their professional experience with colleagues
and they help and guide new professionals to enter the professional community and develop
their skills. They contribute to the activities of their professional association and participate in
research and publication on professional matters.
Librarians and other information workers strive to earn a reputation and status based on their
professionalism and ethical behaviour. They do not compete with colleagues by the use of
unfair methods.
Further Study
The Ethics of Librarianship. An International Survey. Ed. By Robert W. Vaagan with an
introduction by Alex Byrne. München: Saur 2002 VI, 344 p.
Gebolys, Zdzislaw, Jacek Tomaszczyk: Library Codes of Ethics Worldwide. Anthology. Berlin:
Simon 2012. 267 p.
Professional Codes of Ethics for Librarians. IFLA-Committee on Freedom of Access to
Information and Free Expression (FAIFE).
= http://www.ifla.org/en/faife/professional-codes-of-ethics-for-librarians (19.03.2012)
Sturges, Paul: Doing the Right Thing. Professional ethics for information workers in Britain. In:
New Library World. 104, 2003, n. 1186, p. 94-102.
http://www.fims.uwo.ca/people/faculty/frohmann/LIS774/Documents/Sturges%20on%20codes.p
df (19.03.2012).

Prepared by Loida Garcia-Febo, Anne Hustad, Hermann Rösch, Paul Sturges and Amelie
Vallotton (FAIFE working group) Endorsed by the IFLA Governing Board, August 2012
TOP
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Policy Edits/Reviews: 03/21

BL-1 Statement of Authority
The Renfrew Public Library Board bears legal responsibility for the library by ensuring that it
operates in accordance with the Public Libraries Act, R.S.O. 1990, c P.44. The purpose of this
bylaw is to define the legal authority of the board.
1.

In accordance with the Public Libraries Act, s. 3 (1), the council of the Town
of Renfrew has established the Renfrew Public Library by the adoption of
municipal bylaw # 683 (May 25, 1915) & 2-98 (Jan. 12, 1998).

2.

In accordance with the Public Libraries Act, s.3 (3), the Renfrew Public
Library shall be under the management and control of the Renfrew Public
Library Board which is a corporation.

Related Documents:
Public Libraries Act, R.S.O. 1990, chapter P44, sections 3(1) and 3(3)
Council of the Municipality of Renfrew, Bylaw
TOP
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BL-2 Composition of the Board
Where required, the board adheres to the Public Libraries Act, R.S.O. 1990, c. P44
as it relates to its composition. The purpose of this bylaw is to guide the council’s
appointment process and to guide the board’s appointment of its officers.
Section 1: Composition
1.

While the Public Libraries Act, s. 9(1) prescribes a board of no fewer than 5 members,
and gives the town council the power to make appointments, the Renfrew Library Board
endorses a board that consist of at least 5, and no more than 9 members.

2.

In accordance with the Public Libraries Act, s. 10(4), town council will appoint all board
members as new at the first meeting of council in each term.

3.

In accordance with the Public Libraries Act, s. 10 (2a), town council shall not appoint more
of its own members to the board than the number that is one less than a majority of the
board.

4.

In accordance with the Public Libraries Act, s. 10 (3), a board member shall hold office for
a term concurrent with the term of the appointing town council, or until a successor is
appointed.

5.

A board member may be re-appointed for one or more terms.

6.

A member seeking re-appointment must follow the same process of application for
consideration as for new candidates to the board.

7.

In accordance with the Public Libraries Act, s. 13, if any members of the board are
disqualified from holding office, the members shall forthwith declare the seat vacant and
notify council accordingly.

8.

In accordance with the Public Libraries Act, s.12, when a vacancy arises in the
membership of the board, the town council shall promptly appoint a person to fill the
vacancy and to hold the office for the unexpired term, except where the unexpired term is
less than 45 days.
An appointed member will be disqualified and his or her seat will become vacant, in

9.
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accordance with the Public Libraries Act, s. 13 if the member:
a. is convicted of an indictable offense
b. becomes incapacitated
c. is absent from the meetings of the Board for three consecutive
months, without being authorized by a Board resolution
d. ceases to be qualified for membership under clause 10 (1) (c)
e. otherwise forfeits his or her seat

Section 2: Officers
1.

In accordance with the Public Libraries Act, s. 14-15, the officers of the board are the
elected chair, the vice-chair, the secretary, the treasurer and the Chief Executive Officer
(CEO).

2.

At the first meeting of the new term, members of the library board shall elect a chair and a
vice-chair from among the members.

3.

The library board shall appoint a CEO, who may also fill the roles of both secretary and
treasurer, as allowed under the Public Libraries Act, s. 15(5).

4.

If any of the officers step down, retire or are dismissed during his/her term, the board must
immediately elect or appoint a new officer.

Related Documents:
Renfrew Public Library Policy Manual, BL-03, Terms of Reference of the Officers
Public Libraries Act, R.S.O. 1990, cP44

TOP
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BL-3 Terms of Reference of the Officers
The Renfrew Public Library Board elects and appoints officers. The officers must ensure the
proper functioning of the board and the proper conduct of board business, in accordance with
appropriate legislation and prescribed rules of procedure.
The officers are the chair, the vice-chair, the secretary, the treasurer and the Chief Executive
Officer (CEO). This bylaw outlines the responsibilities of these officers.

Section 1: Terms of Reference for the Board Chair
1.

In accordance with the Public Libraries Act, R.S.O. 1990, c. P44 s. 14 (3), a board
shall elect one of its members as the chair at its first meeting of the new Board.

2.

The term of office for the chair of the RPL Board will be for the term of the library
board, unless extenuating circumstances force an election prior to the end of term
(i.e. Illness, etc.).

3.

The chair may be re-elected.

4.

The chair leads the board, acts as an official representative of the library, ensures the
proper functioning of the board and the proper conduct of board business, in
accordance with appropriate legislation and prescribed rules of procedure adopted
by the board.

5.

The chair will:
a)
b)
c)

d)

e)
f)
g)

preside at regular and special meetings of the board
set the agenda in consultation with the CEO
ensure that business is dealt with expeditiously and help the library board
work as a team and in accordance with the Act and other relevant legislation,
within the rules of procedure adopted by the Board
in the event that a decision must be made without specific authority of the
Board as a whole, the chair will take every necessary step to contact other
Board members via email, text, or telephone to inform them of the decision and
the reason(s) necessitating it, prior to following through
serve as an ex-officio member of all Board committees
in accordance with Public Libraries Act, s. 16(6), vote on all questions
act as an authorized signing officer of all documents pertaining to board
business
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h)

i)
j)
k)
l)
m)

represent the Board, alone or with other members of the board at public or
private meetings for the purpose of conducting, promoting or completing the
business of the Board
advise the vice-chair if, for any reason, the chair is temporarily unable to
perform these functions
co-ordinate the evaluation processes for both the CEO and the board
share with the CEO the responsibility for conducting board orientation
not commit the board to any course of action in the absence of the specific
authority of the board
with the CEO, makes an annual presentation to the Mayor and Municipal
Council and confers with the Mayor on an as needed basis

Section 2: Terms of Reference of the Vice-Chair
1.

The election of the vice-chair shall take place at the first meeting for the term of the
library board.

2.

In the absence of the board chair, the vice-chair will perform the duties of the chair,
including presiding at library board meetings.

Section 3: Terms of Reference of the Secretary
1.

The CEO of the Renfrew Public Library may serve as secretary of the board as
permitted by the Public Libraries Act, s. 15(5).

2.

The secretary acts as the record-keeper to the board. In the absence of the
secretary, the board may appoint one of its members as the acting secretary.

3.

In accordance with the Public Libraries Act, s. 15(3) as secretary (where the CEO is
not the secretary will):
a)
b)

work with the CEO to ensure the board receives all official correspondence
records minutes of every meeting of the board and forward to the CEO for
distribution

In addition, the CEO (where the CEO is not also the secretary) will:
a)
b)
c)

prepare the agenda prior to each board meeting, in cooperation with the
chair
distribute the agenda, with all reports and enclosures, to all board members
prior to the relevant board meeting
distribute the minutes to all board members not less than three days prior to
the next board meeting

Section 4: Terms of Reference of the Treasurer
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1.

The CEO of the Renfrew Public Library serves as treasurer of the board as permitted
by the Public Libraries Act, s. 15(5).

2.

The treasurer shall monitor the financial activities of the library and shall ensure that
complete and accurate records are kept in accordance with generally accepted
accounting practices.

3.

In accordance with the Public Libraries Act, s. 14(4), the treasurer will:
a)
b)
c)
d)

receive and account for all the library board's money
open an account or accounts in the name of the library board in a chartered
bank, trust company or credit union approved by the board
deposit all money received on the library board’s behalf to the credit of that
account or accounts
disburse the money as the library board directs

4.

The treasurer will act as an authorized signing officer of all documents pertaining to
the financial business of the library board.

5.

The treasurer will provide the library board with a report of all financial transactions
and of the financial position of the library, monthly or as otherwise required.

Section 5: Terms of Reference of the Chief Executive Officer (CEO)
1.

In accordance with the Public Libraries Act, s. 15(2), the board appoints the CEO,
who shall attend all board meetings.

2.

The board delegates the authority for management and operations of services to the
CEO.

3.

As a non-voting officer of the board, the CEO:
a)
b)
c)
d)

e)
f)
4.

may act as both the secretary/ treasurer to the board
does not vote on board business
sits ex-officio on all the committees of the board and acts as a resource
person
assists and supports the board at the presentation of the library budget before
the council, and/or participates with other municipal senior managers in the
municipal budget process as required.
reports directly to the board on the affairs of the library and makes
recommendations he/she considers necessary
interprets and communicates the board’s decisions to the staff

In addition, the CEO shall:
a)

make purchases up to $10,000 for operational, professional services and
capital expenses, subject to the guidelines of the purchasing policy
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b)
c)
d)

oversee the approved budget
approve invoices for expenditures for payment by Town Treasury
Department
disburse the money as the Board directs

Section 6: Terms of Reference of the Board Spokesperson
1.

The Chair is the spokesperson for the Board. The Chief Executive Officer is
authorized to act as Board spokesperson with respect to labour relations.

2.

Individual members will not act or communicate on behalf of the Board, unless
delegated by the Chair or approved by the Board to do so.

Section 7: Terms of Reference for Committees
1.

Committees of one or more members may be appointed by the Board for ad hoc or
special purposes.

2.

Committees will be limited in responsibility and power to advising the full board,
unless specifically authorized to act on behalf of the board.

3.

Committees will provide advice in the form of a report to the board for its
consideration.

Section 8: Payment of Board Expenses
1.

Citizen appointees will be paid no salary, fees or honorariums for their services.

2.

Any member of the Board may be reimbursed for proper out-of-pocket expenses and
travel costs incurred in carrying out their assigned duties as members.

3.

Payments of such reimbursements must be allowed for in the approved budget, the
expenses must have been incurred with the prior approval of the board

4.

Approval for payment is subject to the same review process as any other payment
made by the library.

Section 9: Conflict of Interest
1.

The Municipal Conflict of Interest Act R.S.O. 1990, Chapter M.50 will govern
members of the Board

2.

Each meeting agenda will provide an opportunity for members to disclose direct or
indirect pecuniary interest in a matter as well as the general nature of that interest.

3.

The minutes will record any such disclosures.
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4.

Once a disclosure is made, the member will not participate in discussion or voting on
the applicable matter.
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BL-4 Powers and Duties of the Board
The powers and duties of the board are prescribed in the Public Libraries Act, R.S.O. 1990, c.
P44, to which this bylaw adheres.

The role of the board is to govern the affairs of the library and, in accordance with the Public
Libraries Act, s. 20, the Renfrew Public Library Board:
a)
b)
c)
d)
e)
f)
g)
h)

shall seek to provide a comprehensive and efficient public library service that reflects
the community’s unique needs
shall operate one or more libraries and ensure that they are conducted in
accordance with this Act and the regulations
may operate special services in connection with a library as it considers necessary
shall fix the times and places for board meetings and the mode of calling and
conducting them, and ensure that full and correct minutes are kept
shall make an annual report to the Minister and make any other reports required by
this Act and the regulations or requested by the Minister from time to time
may appoint such committees as it considers expedient
shall make provision for insuring the board’s real and personal property
shall take proper security for the treasurer

Under the Public Libraries Act, s.15 (2), the board must appoint a Library CEO, and it is that
person to whom the library board shall delegate authority for the management of library
operations.

Related Documents:
Renfrew Public Library. GOV-01 – Purpose of the Board
Public Libraries Act, R.S.O. 1990, chapter P44, sections 15(2) and 20.

TOP
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BL-5 Meetings of the Board
Board members must meet regularly to ensure the proper governance of the library and to
conduct the business of the board. Since the board ‘as a whole’ has the authority to act, and not
individual members, the board meeting is the major opportunity for the board to do its work – to
make decisions, solve problems, educate board members, and plan for the future and review
monitoring or evaluation material submitted by staff. This policy sets procedures to follow for
meetings and ensures compliance with the Public Libraries Act, R.S.O. c. P.44.

Section 1: Types of Meetings
1.

In accordance with the Public Libraries Act, s. 16.1 (2), board meetings will be open
to the public unless the subject matter being considered falls within the parameters of
the Public Libraries Act, s. 16.1(4) as stated in point 5 of this bylaw.

2.

In accordance with the Public Libraries Act, s.16(1), regular meetings of the
Renfrew Public Library Board shall be held at least seven (7) times per calendar
year, and at such other times as it considers necessary.

3.

In accordance with the Public Libraries Act, s. 14(1), the first meeting shall be
called by the Chief Executive Officer (CEO) of the Renfrew Public Library Board, in
each new term, upon receipt of the confirmation of appointments from the municipal
clerk. This inaugural meeting shall be held as soon as possible, after the appointments
are made by municipal council.
At this first meeting, the CEO oversees the elections of the officers. The elections begin
with the position of chair.

4.

In accordance with the Public Libraries Act, s. 16(2), the chair or any two members
of the board may summon a special meeting by giving each member reasonable
notice in writing, specifying the purpose for which the meeting is called, which shall be
the sole business transacted at the meeting.

5.

In accordance with the Public Libraries Act, s. 16.1(4), a meeting or part of a
meeting may be closed to the public if the subject matter being considered is:
a)

the security of the property of the board
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b)
c)
d)
e)
f)
g)

personal matters about an identifiable individual
a proposed or pending acquisition or disposition of land by the board
labour relations or employee negotiations
litigation or potential litigation, including matters before administrative
tribunals, affecting the board
advice that is subject to solicitor-client privilege, including communications
necessary for that purpose
a matter in respect of which a board or committee of a board may hold a
closed meeting under another Act

6. In accordance with the Public Libraries Act, s. 16.1 (5) and (6), a meeting shall be closed to
the public if the subject matter relates to the consideration of a request under the Municipal
Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. M56, if the board or
committee of the board is the head of an institution for the purposes of that Act.
Before holding a meeting or part of a meeting that is to be closed to the public, a board or
committee of the board shall state by resolution:
a)
b)

the fact of the holding of the closed meeting
the general nature of the matter to be considered at the closed meeting

7. Board members may attend library board meetings remotely via teleconference or Internet video
conferencing call.
a)

As all board meetings are open to the public, these meetings must be
conducted in such a way that all members participating can hear each other,
at the same time, and that the public can also hear deliberations.

b)

A member of the library board or a committee may attend, participate and
vote at an open or closed meeting remotely, if the member is prevented from
physically attending because of:
i.
ii.
iii.

c)

d)
e)
f)

Personal illness or disability; or
Employment purposes or the business of the public good; or
A family or other emergency

Members who wish to attend a meeting remotely must give notice a
minimum of two (2) hours before the commencement of the meeting to the
CEO so that equipment can be made ready.
Meeting minutes will reflect that a member is participating remotely
The vice-chair chairs the meeting, when the chair of the library board attends
the meeting remotely
Quorum applies to the members attending in person and remotely

Section 2: Order of Proceedings
1. Parliamentary authority
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a)

The rules contained in the current edition of Robert's Rules of Order Newly
Revised shall govern the proceedings of the library board.

2. Call to order
a)
b)

Meetings shall be called to order by the chair on the hour fixed for the meeting.
In the absence of the chair, the vice-chair will preside over the meeting.

3. Quorum
a)
b)

c)

d)

In accordance with the Public Libraries Act, s. 16(5), the presence of a majority of the
board is necessary for the transaction of business at a meeting.
Where a quorum is not present within fifteen minutes of the hour fixed for a meeting,
the secretary shall record the names of the board members present and the meeting
shall stand adjourned until the next meeting or until a special meeting is called.
Nothing in the foregoing shall prohibit the members in attendance for a regular
meeting, when no quorum is present, from constituting themselves as a committee
dealing with such agenda items as they see fit. However, no decisions taken at such
meeting may be executed until ratified by motion at a regular meeting of the board.
If notified by a majority of board members of their anticipated absence from a meeting,
the CEO shall notify all members of the board that the meeting is cancelled.

4. Attendance at meetings
In accordance with the Public Libraries Act, s. 13, should a member be absent for three (3)
consecutive meetings, the board, shall:
a)
b)

consider the member disqualified from the board and notify the appointing council that
the seat is vacant, or
consider the circumstances of the absence and pass a resolution authorizing that
person to continue as a board member

5. Agenda
a)

b)

The agenda focuses the discussion in order to make good use of the board’s time.
Meetings of the board ‘as a whole’ do not re-do the work of the staff or of the
committees.
The order of business for all regular meetings of the board shall be as follows:
i.
ii.
iii.
iv.
v.
vi.

Roll Call
Call to order
Consensus Agenda
Disclosure of Pecuniary Interest/Conflict of Interest
Delegation/Petition/Public Meeting (if needed)
Review of Financial Statements
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vii.
viii.
ix.
x.
xi.

Business arising from the minutes
New Business
Closed meeting (if needed)
Date of next meeting
Adjournment

6. Voting
a)

b)

All motions at board meetings except those approving or amending the bylaws, are
decided by a majority of votes cast. A motion to add, amend or remove a bylaw shall
require a majority vote of at least two thirds of the members in order to be carried.
In accordance to the Public Libraries Act, s.16(6), the chair or acting chair of the
board may vote with the other members of the board upon all questions. Any
question on which there is an equality of votes shall be deemed to be negative.

7. Minutes
a)
b)
c)
d)

Once approved, minutes of meetings are the official record of decisions and provide
direction for officers and employees in their subsequent actions.
Minutes are approved at the next meeting of the board.
Minutes (excluding in camera minutes) are public documents and shall be made
available to the public.
Minutes of closed meetings are kept separately and held to be confidential.

Section 3: Chairing the Meeting
1. The function of the chair is to act in a leadership role to the board, ensuring that business is
dealt with expeditiously, and also to help the board work as a team. It is the duty of the chair
of the Renfrew Public Library Board to:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)
l)

open meetings of the board by calling the members to order
announce the business before the board in the order in which it is to be acted upon
receive and submit, in the proper manner, all motions presented by the members of
the board
put to vote all motions which are moved and seconded in the course of proceedings,
and announce the results
decline to put to vote motions which infringe the rules of procedure
restrain the members, when engaged in debate, within the rules of order
exclude any person from a meeting for improper conduct
enforce the observance of order and decorum among the members
instruct the board on the rules of order
represent and support the board, declaring its will, and implicitly obeying its decisions
in all things
receive all messages and communications on behalf of, and announce them to, the
board
ensure that the decisions of the library board are in conformity with the laws and
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bylaws governing the activities of the board

Section 4: Board Meeting Ground Rules
1. The library board values a diversity of opinions and strives to set an environment conducive
to exploring ideas. The board members will, at the start of the term, set and agree on, ground
rules to guide their deliberations.
These ground rules will include:
1.
2.
3.
4.
5.

Everyone’s opinion counts and should be heard
Only one conversation at a time
No phone calls, texting, or interruptions during meetings
Comments on ideas are supportive, rather than judgmental
Everyone will offer insight

Related Documents:
TOP
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BL-6 Amendment of Bylaws
Bylaws are the fundamental governing rules of the board. The purpose of this bylaw is to state the
conditions under which bylaws are amended.
1.

Bylaws may be amended in response to legislation or when circumstances
change.

2.

Any member of the board can propose a review or an amendment of a bylaw.

3.

All members of the board will receive notice and details of changes at the board
meeting prior to the meeting at which time a motion for amendment may be
tabled.

4.

A motion to add, amend or remove a bylaw shall require a majority vote of at least
two thirds of the members in attendance in order to be carried.
TOP
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BL-7 Sale and Disposition of Land
Section 270(2) of the Municipal Act requires that local boards adopt and maintain a policy with
respect to its sale and disposition of land. Although the main library building located at 13
Railway Ave. is the property of the Town of Renfrew, the Renfrew Public Library Board owns the
property located at 161 Raglan St. South. This building will herein be referred to as the Program
Centre.

Definitions
Appraisal: a written opinion of value from a qualified member in good standing with
the Appraisal Institute of Canada.
Board: The Renfrew Public Library Board
Disposal: the sale of specific real property or the lease of real property for a period
of twenty- one (21) years or longer
Public Notice: shall mean notice given to the public generally, but does not include
notice given only to specified persons.

Procedures
1.
2.

3.

4.

5.

Prior to the disposal of any property, the Renfrew Public Library Board shall, at a
public Board meeting, declare the property to be surplus.
The Board will, prior to disposal of the Program Centre, obtain at least one (1)
appraisal of the property. This appraisal shall be deemed current for a period of six
(6) months.
The Board will ensure that public notice of the disposal of this property will be put in
place at least fourteen (14) days prior to the passage of the Board motion approving
disposal of the Program Centre.
If more than one party expresses interest in purchasing the property, or where the
Board believes it to be in the best interests of the Library, they may, by passing a
motion, direct that the property be sold by tender.
The Board may direct, by motion that the purchaser be responsible for costs incurred
or required to dispose of the property (including, but not limited to, legal, survey,
appraisal fees, encumbrances, advertising, improvements, administrative fees, land
transfer and registration fees).

Related Documents
Municipal Act, Section 270(2)
TOP
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GOV-1 Purpose of the Board
The purpose of the Renfrew Public Library Board is to govern the affairs of the public
library in service to the community. This policy sets out the work of the board and the ways
in which the board achieves its purpose.
1. The board oversees the development of a comprehensive and efficient public library service by:
a)
b)
c)
d)
e)
f)
g)
h)

expressing the library’s philosophy and values
articulating the library’s vision, mission and priorities
evaluating results of activities and services used to achieve goals
setting policies on governance and service
delegating authority to the Chief Executive Officer (CEO) and
evaluating her/his performance
planning for further library development
securing the resources to achieve the intended results
advocating for library service

2. The board governs effectively by:
a)
b)
c)
d)
e)
f)
g)

representing the interests of the community
engaging the community in determining responsive and dynamic library service
acting as a bridge between the library and the council
working collaboratively with the CEO and the council
setting an annual board agenda that reflects current goals and strategic issues
working proactively and making decisions that focus on the library’s
future and place in the community
evaluating the board’s performance

Related Documents:
Renfrew Public Library. BL 04 – Powers and Duties of the Board

TOP
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GOV-2 Board Orientation
The orientation of new members is necessary in order for there to be a common and shared
understanding of the authority and role of the library board. This policy sets out the
requirements for board orientation.
1. Board members shall be given a thorough orientation within two months of their appointment
to the board.
2. The Chief Executive Officer (CEO) and the board chair shall be responsible for developing an
agenda to provide an orientation which shall include, but not be limited to:
a)
b)
c)
d)
e)
3.

information on the library’s vision, mission and values
an overview of the Public Libraries Act, R.S.O. 1990, c. P44
an overview of the board bylaws and governance policies
a discussion on the role, structure, code of conduct and function of the board
a tour of the library and an introduction to staff members and services

Each board member will receive:
a)
b)
c)
d)
e)
f)

the current Renfrew Public Library Policy Manual
the library’s current planning document
a copy and overview of the annual operating plan and the current budget
an application for library membership
a copy of the Library Board Orientation Kit (Southern Ontario Library
Service)
a copy of Cut to the Chase: Ontario Public Library Governance at a
Glance. (Ontario Library Boards’ Association)
TOP
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GOV-3 Committees of the Board
The Renfrew Public Library Board may use ad hoc committees to further the work of the
board. This policy ensures that the board establishes terms of reference (Appendix I) and
specific duties for each of these committees, as the need arises.
1. Committees report directly to the board and have no authority other than to draft
recommendations or prepare alternatives for the board’s consideration.
2. Committees operate for defined periods of time and have a specific purpose which must
be defined in written terms of reference.
3. Ad hoc committees coordinate the work, do the research and draft the documents to be
reviewed and adopted by the board as a whole.
4. An ad hoc committee that is established by the board may include non-board members.
5. Meetings of committees may be called by the chair of the committee or by a majority of the
members of a committee.
6. Committees shall not supervise or direct staff.
TOP
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GOV-4 Policy Development
In accordance with the Public Libraries Act, R.S.O. 1990, c. P44, s. 3(3), the Renfrew
Public Library is under the management and control of the board. The board has the sole
authority and responsibility for establishing policy. This policy directs the board to develop
and monitor policies.
Policies set the framework for the governance and operations of the library and provide
direction to board and staff. The policies are the tool for achieving the library’s purpose and
advancing the mission. Board members and staff are responsible for knowing,
understanding and complying with the policies of the Renfrew Public Library.

Section 1: Types of Policies
The board develops and maintains policies in four areas:
a)
b)
c)
d)

Foundation policies which record the board’s decisions on vision, mission,
and values
Board bylaws which establish the organizational structure of the board and
how it does business
Governance policies which define the responsibilities and regulate the work
of the board
Operational policies which regulate the services and day-to-day operations of
the library

Section 2: Responsibilities
The board will:
a)
b)

Ensure that policies comply with the Public Libraries Act, any
applicable municipal bylaws, provincial and federal legislation
Review existing policies and the Memorandum of Understanding
(MOU) with the town of Renfrew on an as needed basis and formally
undertake a complete review of the policies and MOU every 8 years.

Section 3: Policy Approval
The board will:
a)

receive all policy changes, in draft, seven days prior to the next scheduled
board meeting
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c)

introduce a new policy or policy change through a motion at a duly
constituted board meeting
approve all policies at a duly constituted board meeting

Section 4: Policy Distribution
All policies should be documented in a standard format; numbered according to policy type
and include the date of approval and the date of the next review.
The board will:
a)
b)
c)

include approved policies in the Renfrew Public Library Policy Manual
ensure that all board members and staff have access to the policy manual
post policies on the library’s website

Section 5: Considerations
The development of a new policy or the revision of an existing policy can come from several
sources:
a) the Chief Executive Officer
b) a member of the board
c) the municipal council
d) provincial government
e) a member of the public
TOP
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GOV-5 Planning
The board shall maintain an effective planning process for the library in order to fulfill its
mandate under the Public Libraries Act, RSO 1990, c. P44, s. 20(a): “A board shall seek to
provide, in co-operation with other boards, a comprehensive and efficient public library service
that reflects the community’s unique needs”. This policy establishes a formal planning process.
1. The planning process ensures that:
a)
b)
c)
d)
e)

the library is able to respond to changing needs and trends in the community
key decision makers in the community make a long-term commitment to
library services
services available elsewhere in the community are not unnecessarily
duplicated
library funds are responsibly expended in a deliberate and accountable
manner
continuity of services is maintained regardless of personnel changes in the
board or staff

2. To this end, the board shall:
a)
b)

c)

in the first year of its four-year term, develop a formal planning document that
includes the mission and vision statements, and priorities
develop a cycle for reviewing and assessing:
i.
client needs in the community served by the library
ii. the services of the library in the light of client needs
iii. the board’s mission statement, goals, and objectives
iv. current board strategic planning documents
report to the community on the library’s progress in fulfilling its plan by
means of:
i.
distribution of an annual report
ii. presentations to Council, service groups and community
organizations

3. Reviewing and assessing the library’s current environment will be addressed through a
situational analysis which may include:
a)

Community analysis - A range of community-related information with
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b)

possible implications for library service, including demographic data,
municipal planning documents, and information on local agencies and
services, is gathered and formally analyzed at least once every four years,
and the results used in the planning of library service.
Consultation with users - Library users are consulted regularly concerning
library service (e.g. by means of surveys, focus groups, formal and informal
interviews, open houses, suggestion box, website, etc.).

Related Documents:
Public Libraries Act, R.S.O. 1990, c. P44 Renfrew Public Library. FN 01 - Mission
TOP
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GOV-6 Financial Control/ Oversight
The board is accountable to the community for the library’s financial affairs. The board must
ensure adequate controls are in place to manage finances and see that the library has
adequate resources to deliver service and fulfill its mission. This policy sets out the board’s
financial practices.

Section 1: Accountability
1.

Financial year:
The financial year of the Renfrew Public Library shall terminate on the 31 st day of
December in each year.

2.

The Town Treasurer is responsible for payment of Library accounts after
authorization by the CEO.

3.

Budget:
a) In accordance with the Public Libraries Act, s. 24(1), the board shall submit
to council, annually on or before the date and in the form specified by
council, estimates of all sums required during the year.
b) The board prepares, for council approval, annual estimates of a long-term
capital budget which supports the library’s approved long term goals.
c) The board will provide sufficient information to support the estimates.

Section 2: Financial Monitoring
1.

The board monitors the finances in order to ensure that the ongoing financial
position of the library is consistent with the priorities approved by the board. The
board shall monitor the monthly financial report as prepared by the treasurer, at each
meeting.

2

In accordance with the Public Libraries Act, s. 24(7), the accounts of the board
shall be audited, by a person appointed under section 296 of the Municipal Act,
S.O. 2001, c. 25 and submitted to the council annually on or before the date specified
by the council.

Section 3: Financial Responsibilities of Chief Executive Officer (CEO)
The CEO is authorized to operate the library within the approved budget
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Related Documents:
Renfrew Public Library Board. BL 03 - Terms of Reference of Officers Municipal Act, S.O.
2001, c. 25
Public Libraries Act, R.S.O. 1990, c. P44

TOP

42

Renfrew Public Library Policy Manual

Policy Type: Governance

Policy Approval Date: 01/2014

Policy Edits/Reviews: 2017

GOV-7 Board Advocacy
The board must ensure that the community is aware of the importance of the library and
that funding bodies fully understand the important role which the library plays in the
community. Through its advocacy work, the board seeks to promote the profile of the
library and enhance its importance to the community. This policy sets out the advocacy
responsibilities of the board.
1. The board chair (or delegate) shall be the official spokesperson for the Renfrew
Public Library on issues approved by the board.
2. In pursuing its advocacy activities, the board shall:
a)
b)
c)
d)

e)

prepare an annual advocacy plan
inform council of the needs of the community, the development of
library services, plans and achievements by means of reports
meet with council twice a year to review progress and discuss funding needs
participate regularly in activities that build relationships with individuals
and organizations that share interests with those of the Renfrew Public
Library
identify and respond to issues, concerns and government policies that
may directly or indirectly affect the Renfrew Public Library and ensure
that government decision-makers at all levels are aware of the value
of the library and its benefit to individuals and to the community
TOP
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GOV-8 Evaluation of the CEO
It is the board’s responsibility to appoint a qualified and competent individual as the Chief
Executive Officer (CEO). The board oversees the performance of the CEO and supports the
CEO’s development. As part of this process the board conducts a formal annual performance
appraisal of the CEO. This process facilitates bilateral communication between the board and
the CEO, and ensures that the board’s priorities are being achieved. This policy sets out the
basis for the CEO evaluation.
1. The CEO’s performance will be evaluated after the first six months for a new hire, and
annually thereafter. The board shall:
a)
b)
c)

prepare a written job description which states the responsibilities of the CEO
develop, with the CEO performance objectives based on the strategic
priorities of the board
appraise the CEO’s performance based on the job description, relevant
competencies, progress towards achieving the board’s priorities, and
compliance with board policies

2. Information collected to assess the performance of the CEO may include:
a)
b)
c)
d)

the annual report from the CEO on outcomes of the previous year’s
objectives and actions
data on service performance measures such as circulation, membership,
program statistics, collection development etc.
seek input from members of the board, staff and/or outside stakeholders
invite the CEO to be an active participant in his/her own appraisal

3. Competencies on which the CEO is evaluated may include, but not be limited to:
a)
b)
c)

general management
human resources
leadership qualities

In the event that the CEO’s performance needs improvement, the Board must clearly state
where progress must be made and will:
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a)
b)

offer training and/or mentoring opportunities to address specific issues
re-evaluate the performance of the CEO, in six months.

Related Documents:
Renfrew Public Library. Gov 13 - Delegation to the Chief Executive Officer
TOP

45

Renfrew Public Library Policy Manual

Policy Type: Governance

Policy Approval Date: 12/2010

Policy Edits/Reviews:

GOV-9 Board Training
In order to be effective, board members must have sufficient knowledge of board governance and
issues that are central to the role of the library in the community. Ongoing training ensures that
board members focus on good governance, strategic directions and policy implications rather
than on operational details. This policy ensures that board members have access to, and avail
themselves of, training opportunities.
1. To ensure ongoing education, the board will:
a)
b)
c)
d)

schedule time for board training
maintain a membership in the Ontario Library Association and the Ontario
Library Boards’ Association
assign a representative who will attend the regional Trustee Council
meetings and report back to the board
fund board members to attend a relevant conference (e.g. OLA Super
Conference) annually when funds permit.

2. The board will receive information from the Chief Executive Officer (CEO) about training and
networking offered by various organizations in Ontario.
3. The cost of any training must be approved by the board before it is undertaken.
4. Board members will report on their participation in training events.
5. In the first year of its term, the board will review and discuss each module of the Library
Board Orientation Kit, prepared by Southern Ontario Library Service if most members are
not familiar with it. Otherwise, new members will be given a copy to review.
6. Board members are encouraged to participate in training opportunities that include, but are
not limited to:
a) effective governance
b) planning
c) advocacy
d) funding development
e) decision making

Related Documents:
Renfrew Public Library. Gov 02 – Orientation
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GOV-10 Board Evaluation
The board will monitor its own effectiveness in fulfilling its major responsibilities and
achieving strategic goals. The evaluation process identifies key areas for board
improvement and the requisite follow-up action. This policy ensures that the board
assesses its effectiveness.
1. The board will evaluate its effectiveness on an annual basis.
2. The chair is responsible for managing the process of the evaluation.
3. The evaluation will be done by establishing an annual board work plan and
subsequently judging performance, in the areas of:
a)
b)
c)
d)
e)
f)

policy development
planning
advocacy
relationship with the Chief Executive Officer
finance
board conduct and practice
TOP
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GOV-11 Succession Planning
An effective board is comprised collectively of people who have the knowledge, the skills and
background necessary to govern with excellence and to lead the library in the realization of its
vision. This policy sets out the requirements for recruiting board members and planning for
board succession.
1. The board recognizes that the Public Libraries Act, R.S.O. 1990, c. P44, s. 10(4) requires
that the council appoint library board members as a result of one of two events:
o

o

The current four-year term is concluding. Board members are appointed for
a four-year term which runs concurrently with the term of Municipal Council.
The process is put in place shortly after a Municipal election.
The number of Board members falls below five – the minimum number of
board members required for the RPL Board – due to resignation of Board
members, except where the unexpired term is less than forty-five days.

2. The board will:
a)
b)
c)

Collaborate with council on the selection process.
Identify suitable candidates and solicit their willingness to serve prior to the
end of the current term
Match the board’s needs with the expertise and interests of the current
members and identify gaps that will need to be filled and provide this
information to Council.

3. Following a Municipal Election, or as required due to board member resignations or other, the
Renfrew Town Clerk will put out a call for applications in the local press and on the Town’s
website and indicate where and how residents can access further information.
A copy of the call for applications will also be placed on the library’s website and on bulletin
boards in the Library.
In a situation such as board member resignation(s) or other, the Library Board will liaise with
the Renfrew Town Clerk to indicate the Board will endeavor to Identify suitable candidates
and solicit their willingness to serve for the remainder of the term, and/or request Town Clerk
to place a signed call for applications which will be placed on the library’s and Town websites
and on bulletin boards in the Library.
4. Potential candidates will be provided with briefing materials and information about library
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governance and services which may include:
a)
b)
c)
d)

A document containing information on the role, structure, code of conduct
and function of the board (see Appendix A).
Information on the library’s vision, mission and values.
A tour of the library
A copy of the current Strategic Plan.

5. Once applications close, they will be shared with the Library’s CEO for the express purpose
of a recommendation being made for Council’s consideration.
6. The RPL Board, with support from Town Council, should consider the following goals in
selecting an appropriate Board:
a)
b)
c)
d)

Consider the Board size based on number of applicants – a minimum of 5
board members to a maximum of 9.
Make reasonable efforts to ensure that applications for Board members are
sought and considered from:
Applicants who show a clear interest in public libraries and a willingness to
advocate for the library
Applicants with a mixture of professional and other skills related to the work
of the Board, including financial, human resources, project management,
business leadership, legal, policy, government relations, and/or marketing

In addition to these general eligibility requirements, effective board members should have:





An understanding of the importance of the library and role in the community
Knowledge of the Library’s strategic plan (as posted on the Renfrew Public
Library web-site)
Ability to work as a member of the team and participate in discussions
Sound and independent judgment, a sense of fiscal responsibility, personal
integrity, and initiative

7. The RPL Board will inform the Renfrew Town Clerk of its recommendations. Renfrew’s Town
Clerk will present a list of appointments to Council for approval.
8. Upon Town Council appointment of the new Board Members, the Town Clerk will notify new
Board Members and confirm their acceptance of the appointment as well as notifying the
CEO of the appointments.
9. The CEO will communicate the new Board to the existing Board, Staff, and the Public via the
Library’s website, in that sequence.
10. The new Board Members will be introduced at a subsequent RPL Board Meeting.
11. Legacy of Outgoing Board:
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The Board can, with the help of the CEO, prepare a Legacy report of the outgoing Board,
depicting the successes and challenges experienced. This report should be in point form
and will become an introduction to the goals, accomplishments and challenges of the
Library Board for the past four years, for the new appointed Board members (see Appendix
B).
12. Within the first year of the term of a new Council, a training session shall be held for new
members.
Related Documents:
Public Libraries Act, R.S.O. 1990, c. P44
Memorandum of Understanding – Town of Renfrew and RPL Board
TOP
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GOV-12 Delegation of Authority to the CEO
In accordance with the Public Libraries Act, R.S.O. 1990, c. P44, s. 15(2), the board appoints
a Chief Executive Officer (CEO) who shall have general supervision over, and direction of, the
operations of the Renfrew Public Library and its staff. This policy outlines the nature of the
board’s relationship with the CEO.
1. The CEO is the board’s only link to the operation of the library. As such:
a)

the board directs the CEO through:
i.
ii.
iii.
iv.

b)
c)

decisions made at board meetings, by majority vote
approved written policies
approved budgets and plans
the CEO job description

only official decisions of the full board are binding on the CEO
decisions or instructions of individual board members are not binding on the
CEO

2. The CEO will:
a)
b)
c)
d)

take, or approve lawful actions in the name of the library
take actions consistent with the board’s mission, vision, values and policies
be responsible for the employment, management and performance
evaluation of all staff employed by, or on contract with, the library
design, implement and manage all operational practices and activities

Related Documents:
Renfrew Public Library. Gov 09 - Evaluation of the Chief Executive Officer

TOP
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4
Human Resources
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HR-1 Hiring Policy
Part I - Employment Status Classification System
Casual Employee: An employee occupying an established position on a casual or
occasional basis and employed to replace one or more other employees for all or part of
any absence including illness and/or annual or other leave.
Employee: An individual who has regularly assigned duties and hours of work for which
the individual receives regular compensation from the library. The term Employee does not
include an individual who volunteers their services to the Library, notwithstanding the fact
that an honorarium may be paid and the term specifically excludes members of the Library
Board.
Established position: a position within the established complement of the Renfrew Public
library, as approved by the Library Board from time to time.
Full time employee: an employee occupying an established position, who normally works
more than 24 hours weekly, depending on the terms of the collective agreement or terms
and conditions of employment applicable.
Town: The Corporation of the Town of Renfrew.
Board: The Renfrew Public Library Board appointed by the Council of the Town of Renfrew.
Chief Librarian: a person appointed by the Board to manage and administer the Library
under the direction of the Board and policies established by the Board. The Chief Librarian
is the Chief Executive officer and the Secretary/Treasurer of the Board.
Part time employee: means an employee occupying an established position, who
normally works 24 hours weekly or fewer on the average.
Probationary employee: an employee occupying an established position, who has not
yet successfully completed the applicable probationary period. A probationary employee is
understood to be serving a period of trial employment and may be discharged for
unsatisfactory performance or for inappropriate or incompatible work attitudes.
Regular employee: an employee occupying an established position, who has successfully
completed the probationary period.
Seasonal employee: an employee occupying an established position, who normally
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works during a part of the calendar year and is assigned to duties of a seasonal nature.
Student employee: an employee who is normally enrolled in an educational programme
and is normally assigned to work during evenings, on weekends and/or during school
vacation periods.
Term employee: an employee who is hired for a specific task, or for a specific period of
time, including an employee who is hired to work on any grant programme.
Volunteers: individuals who volunteer their time to assist the Library whether or not an
honorarium is paid. A volunteer is not an employee.
Notes re: classification
1. In referring to the classification of any employee, one should use as many of the above
terms as may be required in order to fully describe the nature of the employment
relationship. For instance, an employee who occupies an established position, has
completed the probationary period, works 20 hours per week, on a regularly scheduled basis,
during the fall and winter months and is routinely laid-off in the spring, is a “Regular, Parttime seasonal employee”.
2. In referring to the classification of any Employee, care should be taken to use the term or
terms which most accurately reflects the nature of the employment relationship. Care should
be taken, for instance, to distinguish among Casual Employees, Term Employees, Seasonal
Employees, Student Employees, and Part-Time Employees.
3. In referring to the classification of any Employee, care should be taken to indicate whether
their status is probationary or regular. Term, Casual and Student Employees are to be
regarded as probationary for the full term of their employment and are not to be permitted to
accumulate sufficient hours or service so as to successfully complete the relevant
probationary period.
4. For the purposes of maintaining appropriate establishment control, and for maintaining the
integrity of the employee classification system, reassignment of an employee from one
classification to another is to be regarded as a hire and is subject to the same approval
controls as those regarding hiring.

Section 2: General Requirements
2.1.1

NOTE
The following procedures are binding on all employees. However, with the
exception of subsection 2.1.3 they can be waived or altered by the resolution of the
Board on the recommendation of the Chief Librarian.

2.1.2

COMPETITIVE HIRING
In order to ensure the hiring of the best qualified individuals, all employees must be
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selected through open competition.
2.1.3

HUMAN RIGHTS

2.1.3.1

It is expressly forbidden to exercise discrimination in employment because of
“Race, Ancestry, and place of origin, colour, ethnic origin, citizenship, creed, sex,
age, marital status, family status, sexual orientation or handicap”. If such
discrimination is alleged the Ontario Human Rights Commission can conduct an
investigation and order any action which it determines to be appropriate under the
circumstances.

2.1.3.2

Caution must be exercised to ensure that no prejudice or discrimination is permitted
to influence employment decisions.

2.1.4

APPLICATION FORMS
The Chief Librarian may prescribe a standard application form. Alternatively, it is
appropriate to request applicants to submit a resume accompanied by a letter of
application.

2.1.5

QUALIFICATIONS AND TESTING
The qualifications for any vacancy shall be only those reasonably required for the
competent performance of the responsibilities and job description of the position.
Skills, aptitude, psychological or medical examination and/or testing are legitimate
parts of the hiring process. Such testing can take place either following the
preliminary screening of applications, in order to ensure that only fully qualified
applicants are interviewed, or alternately, following interviews to assist in identifying
the best applicant.
FAMILY MEMBERS: An employee may not be promoted, nor may an individual be
hired, into a position which bears a direct supervisory relationship to a position
occupied by another member of the immediate family. Immediate family is
understood as including a spouse, children, parents, siblings and parents and
sibling’s in-law.

2.1.7

CONFIDENTIALITY
The identity of all applicants for employment and the contents of any application for
employment, letter of application or resume submitted in application for
employment are strictly confidential. Only the Chief Librarian, the Board Chair, and
such other individuals as specifically authorized have access to this information.
Following the selection of the successful applicant, information submitted by, or
gathered regarding, any other applicant is to be retained for a period of six months
and then destroyed unless individual applicants have specifically requested that
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their application be held on file for future consideration.
2.2

ESTABLISHED POSITIONS
The Chief Librarian with consultation and approval of the Board will:
a)
b)
c)
d)
e)

2.2.2

Create a new position
Fill a position
Determine compensation for a position.
Change a position
Terminate a position

POSTING OF VACANCIES
Notice of competition for filling all vacant established positions must be posted on
all bulletin boards in the Library and Town Office. This posting can take place
concurrent with any advertising which may be undertaken. Internal applications are
to be given the same consideration as external applications subject to any
applicable conditions set out in the Library’s Collective Agreements.
Postings should indicate both the position title and employment status and include
a statement of the required qualifications and/or an outline of the position’s major
responsibilities or duties, an indication of the closing date for the receipt of
applications, the person to whom applications should be addressed, and a
statement of the current wage rate or salary range as appropriate.

2.2.3

ADVERTISEMENT
Notice of competition for filling all vacant established positions must be advertised
by a least two consecutive publications in the Renfrew Newspaper (s).
Advertisement by other media having a different or broader circulation should be
considered and such broader advertisement is required for any position at or above
the level of Chief Librarian.

2.2.4

RECRUITMENT
If an Employee is aware of a potential applicant who may be suited for a vacant
established position, it is permissible to solicit an application from such an
individual. Such solicitation may be either verbal or written and may take the form
of simply advising the potential applicant that a vacancy exists or of encouraging
the potential applicant to make application.

2.2.5

PROCESSING APPLICATIONS
Applications for employment should be addressed to the Chief Librarian.
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2.2.6

PRELIMINARY SCREENING APPLICATIONS
Preliminary screening prior to interviewing is highly recommended. This screening
may take any form deemed appropriate by the Chief Librarian and may or may not
involve members of the Interview Committee. Preliminary screening should
measure applicants against the established qualifications for the position to identify
the best applicants and set the number to be interviewed.
If a preliminary screening is conducted, applicants selected for interview should be
advised by telephone, email or by letter
It is permissible to request special preparation for an interview; written confirmation
provides an appropriate opportunity for indicating the nature of any required special
preparation.

2.2.7

INTERVIEWS AND INTERVIEW COMMITTEES
a)

The use of interview committees is highly recommended. Use of
an interview committee permits a broader consideration of the
strengths and weaknesses of the various applicants and thus
vastly improves the likelihood of a reliable hiring decision being
made in the first instance. Ideally, the committee should consist
of three individuals including the position’s supervisor. It is
recognized, however, that such a committee composition will not
always be possible or practical.

b)

Interviews should be held of the applicants who best meet the
qualifications for the vacant position. A smaller number of
interviews are permissible. A larger number of interviews are not
recommended as experience has demonstrated the difficulty of
conducting effective interviews of a larger number and of fully
digesting all of the information gathered during the course of the
interviews.

c)

It should be noted, however, that some individuals sit interviews
which do not accurately reflect their normal level of selfassurance or interpersonal skills. Care must thus be taken in
giving too much weight to these aspects of interview
performance. A reference check should be done.

d)

Candidates called for interview who resides more than 150 KM
from Renfrew may be compensated for travel and necessary
meal expenses, on the approval of the Board, in an amount not to
exceed that provided for employees traveling on Library
business.
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2.2.8

EXPENSES
Specific Board approval is required to compensate candidates called for interview
traveling expenses and for moving expenses under as follows:

2.2.9

a)

New employees may be compensated for the expense of moving
family and personal effects. Compensation is not to exceed
seventy-five percent (75%) of such costs, on the approval of the
Board.

b)

In the event that the new employee does not remain an employee
for two (2) years, a portion of this compensation must be repaid
to the Library. Such repayment is to be calculated at the rate of
five percent (5%) of the compensation received for each month
fewer than twenty-four (24) months of employment.

c)

The Board is to be advised of the name, employment date and
starting salary or rate of pay of all new employees occupying
established positions.

OFFER OF EMPLOYMENT
Following final approval by the Board, the Chief Librarian may make an offer to the
applicant selected. This offer may be stated verbally, but must be followed by a
formal written offer. The written offer must indicate the date on which the
successful applicant is to commence work and be accompanied by a copy of the
relevant collective agreement or terms and conditions of employment document.
The written offer should also set forth general employment conditions such as
probationary period, salary or wages and benefits.
A copy of the offer of employment letter must be signed by the successful applicant
to acknowledge acceptance of the position under the terms and conditions set out.
A copy of this must be sent to the payroll officer so that appropriate payroll and
employee files can be opened.

2.2.10

EXIT INTERVIEW
Ideally employees who retire or resign should receive an exit or termination
interview.
This interview is to be conducted by the employee’s direct supervisor and/or Chief
Librarian and member of the Board and must cover the employee’s reason(s) for
leaving and solicit the employee’s suggestions for improvements which might be
made in either the job content or the employment context or relationship which
would facilitate the work of a successor.
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2.3

CASUAL, TERM AND STUDENT EMPLOYEES AUTHORITY
The Chief Librarian may hire casual, term and student employees to the extent that
funds exist within the budget approved by the Board for the current year. The
authority of the Chief Librarian under this section may be delegated to whatever
level of management the Chief Librarian deems to be appropriate.
GENERAL REQUIREMENTS
The general requirements set out in section 2.1 above apply to hiring casual, term
and student employees except that the requirements of paragraph 2.1.7.2 do not
apply.
SPECIFIC REQUIREMENTS
Applications may be solicited and screened, and a selection may be made among
applicants, in such manner as deems appropriate. The offer may be stated verbally
however, it must be followed by a written offer of employment, clearly indicating the
casual or temporary nature of the employment, is required in accordance with subsection 2.2.9.
TOP
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HR-2 Workplace Harassment and Discrimination
The Renfrew Public Library Board recognizes the dignity and worth of every person and is
committed to providing a workplace free from discrimination and harassment and ensuring that
any complaint is resolved quickly and with fairness and confidentiality.
All staff, board members, and volunteers are expected to uphold this policy. Workplace
discrimination or harassment will not be tolerated from any person in the library including coworkers, members of the board, volunteers, supervisors, clients and family members.

Section 1: Discrimination
1.

The Renfrew Public Library adheres to the Ontario Human Rights Code which
states that: “Every person has a right to equal treatment with respect to employment
without discrimination because of race, ancestry, place of origin, colour, ethnic
origin, citizenship, creed, sex, sexual orientation, age, record of offences, marital
status, family status or disability”. HRC R.S.O. 1990, CHAPTER H. 19 s. 5.1

2.

Discrimination may include abuse of authority or position of power as follows:
a)
b)
c)
d)

to endanger a staff member’s job
to undermine the performance of that job
to threaten the economic livelihood of a staff member
to interfere with or influence the career of a staff member in any
way

Section 2: Harassment
1.

Within the Ontario Human Rights Code, every person who is an employee has a
right to freedom from harassment in the workplace by the employer or agent of the
employer or by another employee.

2.

The Occupational Health and Safety Act (OHSA) defines “workplace harassment”
as engaging in a course of vexatious comment or conduct that is known or ought
reasonably to be known to be unwelcome, As of September 2016, workplace
harassment includes “workplace sexual harassment”, that is, 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 or making a sexual
solicitation or advance and the person knows or ought reasonably to know that the
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solicitation, advance, comment or conduct is unwelcome.
3.

The Ontario Employment Standards Act (ESA) prohibits employers and anyone
acting on their behalf from harassing or penalizing an employee in any way because
the employee asks the employer to comply with the ESA or asks the employer about
employee rights under the ESA.

4.

Harassment may include:
a)
b)
c)
d)
e)

making remarks, joke or innuendos that demean, ridicule,
intimidate, or offend
displaying or circulating offensive pictures or materials in print or
electronic form
bullying
repeated offensive or intimidating phone calls or e-mails
inappropriate sexual advances, suggestions or requests

5.

Uninvited sexual touching will be considered assault and reported to police.

6.

A reasonable action taken by an employer or supervisor relating to the management
and direction of workers or the workplace, within the conditions of the Occupational
Health and Safety Act is not workplace harassment.

Section 3: Responsibilities and False Reports
The CEO will develop and maintain a workplace discrimination and harassment
program. See Appendix 2
1.

The workplace discrimination and harassment program will set out:
a)

b)

c)
d)

2.

the process for dealing with and investigating complaints
including how parties involved will be made aware of
outcomes and corrective action and how confidentiality will
be maintained
procedures for reporting incidents of workplace
discrimination and workplace harassment including
measures for reporting incidents to an outside source if
necessary
A formalized training program, as required by Bill 132 and
the system for maintaining all associated records should an
inspection by the Ministry of Labour or employee inquiries
occur

The CEO will update the Board Chair of all reported incidents. The Board
Chair will determine whether the issue needs to be brought before the whole
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of the Board.
3.

Employees who are found to have made false or malicious complaints will be
subject to disciplinary action.

4.

This policy will be:
a)
b)

reviewed annually by the board
posted in the staff room along with the Workplace
Discrimination and Harassment Program Appendix 2

Related Documents:
Human Rights Code R.S.O. 1990, Chapter H.19
Occupational Health and Safety Act R.S.O. 1990, CHAPTER O.1
Bill 132: An Act to amend various statutes with respect to sexual violence, sexual
harassment, domestic violence and related matters (Statutes of Ontario, 2016, Chapter 2)
Bill 168: An Act to amend the Occupational Health and Safety Act with respect to
violence and harassment in the workplace and other matters. (Statutes of Ontario, 2009,
Chapter 23)
Renfrew Public Library Policy HR-08: Prevention of Workplace Violence
Renfrew Public Library Policy OP-XX Safety, Security and Emergency

TOP
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HR-3 Prevention of Violence in the Workplace
This policy addresses the prevention of workplace violence as part of the Renfrew Public Library
Board’s responsibility for worker health and safety under the Occupational Health and Safety
Act.
Violent behaviour in the workplace is unacceptable from anyone including staff, members of the
board, volunteers, clients, and others who do business with the library. Individuals who violate
this policy may be removed from library property, and in the case of employees, are subject to
disciplinary action including termination.

Section 1: Definition
1. The Renfrew Public Library recognizes the definition of violence as set out in the
Occupational Health and Safety Act. Workplace violence means:
a)
b)
c)

the exercise of physical force by a person against a worker, in a workplace,
that causes or could cause physical injury to the worker,
an attempt to exercise physical force against a worker, in a workplace, that
could cause physical injury to the worker,
a statement or behaviour that it is reasonable for a worker to interpret as a
threat to exercise physical force against the worker, in a workplace, that
could cause physical injury to the worker Occupational Health and Safety
Act, R.S.O. 1990, chapter O.1, s.1 (1)

2. Violence in the workplace may include:
a)
b)
c)
d)
e)
f)

verbally threatening to attack a worker
leaving threatening notes or sending threatening e-mails to the workplace
shaking a fist in a worker’s face
hitting or trying to hit a worker
throwing or kicking an object
sexual aggression against a worker

3. Violence in the library or on library property also includes:
a)
b)
c)
d)

intentionally or recklessly damaging of the property of another person
intentionally causing alarm
recklessly creating a risk by fighting
creating a hazardous condition or danger by recklessly engaging in conduct
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e)
f)

which creates a substantial risk of serious physical injury
intentionally placing or attempting to place another person in fear of imminent
serious physical injury
wielding a weapon

Section 2: Responsibility and Response
1. The CEO or designate must develop and maintain a workplace violence program. See
Appendix 3.
The program will set out:
a) a process for assessing the risk of violence in the workplace
b) measures to control risk including those from domestic violence
c) procedures for reporting incidents of violence
d) the process for dealing with, and investigating, violent incidents and
complaints.
2.

All reports will be thoroughly investigated by the CEO or designate. The CEO will update
the Board Chair of all reported incidents. The Board Chair will determine whether the issue
needs to be brought before the whole of the Board.

3.

Physical or sexual assault or threat of physical violence will be reported to the police.

4.

The library will provide staff with information on the risk of violence in the library and
training workshops on a periodic basis addressing concerns such as “dealing with difficult
people.”

5.

Anyone experiencing or witnessing imminent danger or actual violence involving weapons
or personal injury should call the police.

6.

Workplace violence should be reported immediately to the most senior staff member
available.

7.

Employees are encouraged to report behaviour that they reasonably believe poses a
potential for violence as described above.

8.

The Renfrew Public Library, at the request of an employee, or at its own discretion, may
prohibit members of the public, including family members, from seeing an employee on
library property in cases where the employee suspects that an act of violence will result
from an encounter with said individual(s).

9.

This policy will be:
a)
b)

reviewed annually by the board
posted in the staff room along with the Violence Prevention Program – See

c)

Appendix 3
posted on the library’s website
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Section 3: Confidentiality and False Reports
1. All investigations shall be conducted in strict confidence to the extent possible. Documents
will be stored in the CEO’s file cabinet and access to these records will be restricted.
2. Employees who are found to have made false or malicious complaints will be subject to
disciplinary action.

Related Documents:
Occupational Health and Safety Act, R.S.O. 1990, chapter O.1
Bill 168: An Act to amend the Occupational Health and Safety Act with respect to
violence and harassment in the workplace and other matters. (Statutes of Ontario, 2009,
Chapter 23)
Renfrew Public Library Policy HR-07: Workplace Harassment and Discrimination
Renfrew Public Library Policy HR-09: Health and Safety
Renfrew Public Library Policy OP- 02 Safety, Security and Emergency

TOP
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HR-4 Job Description: Public Service Technician –
Circulation / Interlibrary Loans
Classification: Librarian “A”
Excellent customer service is the foundation of a positive relationship between Renfrew
Public Library and its community. Reporting to the CEO, the Public Service Technician –
Circulation/Interlibrary Loans is a leader in connecting our collections and services to the
community. This position provides reference, reader’s advisory, technological, and
circulation services to the public.

Duties and Responsibilities
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Delivers reference, reader’s advisory, technological, and circulation services directly to
the public.
Resolves customer service problems as required.
Selects materials for the library’s shut-in service.
Oversees management of reserves, suggestions to purchase, overdue reports and
notices.
Maintains and forwards monthly lists of the new items in the collection for
posting on library website.
Edits all on order records delivered from jobbers.
Effectively uses the interlibrary loan system to order and process requests for
patrons and other libraries.
Assists patrons with registration and ordering processes for CELA (Centre for
Equitable Library Access).
Collates monthly statistics into report and forwards to the CEO on a monthly basis.
Prepares the monthly staff schedule and manages coverage for vacation and
other leave, in discussion with the CEO
Regularly participates in training opportunities and maintains awareness of
developments in the field.
Assumes responsibility for maintaining the safety and comfort of the library while
on duty; reports issues and incidents to the appropriate personnel.
Is responsible for the library (client concerns, security, closing, etc.) in the absence of
senior staff.
Other duties as required.

Formal Qualifications
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1.
2.
3.
4.
5.
6.
7.

A library technician diploma or equivalent from an accredited school, or
other combination of education.
A minimum 3 years’ experience in a library setting or related field preferred.
Excellent organizational and planning skills.
Proven ability to deal effectively and positively with the public.
Excellent communication skills.
Demonstrated competency with current information technology.
Ability to maintain effective working relationships at all levels within an organization.

Working Conditions
1.
2.
3.
4.
5.

Works 70 hours per two-week period, including assigned evenings and/or weekends.
Work may be somewhat stressful when meeting deadlines and organizing multiple
activities.
Extended periods of working at a computer or at an assigned service point.
Some lifting to a maximum of 30 lbs. may be required occasionally.
Adheres to all legislation, policies and procedures applicable to the position
(e.g. Health and Safety, Human Rights, library policies, etc.).

Competencies
Personal/Interpersonal:
1.
2.
3.
4.
5.
6.

Communicates effectively using a variety of methods, to a wide range
of audiences and individuals from diverse backgrounds
Demonstrates a strong work ethic, personal accountability, and a commitment to public
service
Committed to personal growth and learning; manages the development of
his/her career and improvement of skills
Anticipates and adapts to change and challenge effectively
Works effectively as a team player and informal leader, developing and
maintaining healthy relationships with others to achieve common goals
Aptitude for creative problem solving, including employing effective
strategies to manage organizational politics, conflict, and difficult coworker behaviours

Public Service
1.
2.
3.
4.
5.

Provides assistance to library users in a manner that is warm, welcoming and respectful
Pro-actively pursues opportunities to assist library users, anticipating
needs and exceeding expectations
Demonstrates comfort in assisting library users with disabilities and
accommodating special needs
Demonstrates a good working knowledge of the full range of programs and
services offered by the library
Understands and executes the basic operations of the circulation function
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6.
7.

Assists users in making the best use of the library
Assists users with choosing popular and recreational reading, viewing and listening
choices
8. Develops strategies to stay well-informed as a readers’ advisor
9. Facilitates library users’ requests for information, whether adult, child, or young adult
10. Provides search and retrieval of requested information and presents results that
are clear and of appropriate scope
11. Provides informal instruction and assistance to build skills of library users
12. Assists users with the use of public and personal computers and devices

Technology
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.

Understands and uses basic computer hardware and peripherals
Understands and performs basic operating system functions
Understands and performs basic functions and tasks of common software programs
Performs basic printing functions from common applications
Demonstrates proficiency with word processing programs
Demonstrates proficiency with spreadsheet programs
Demonstrates a general understanding of all the technologies used by the library
Understands and uses the internet and the world wide web
Performs basic information searches
Understands common security protocols related to internet use
Performs basic functions of email applications
Understands and uses common social networking and online collaboration tools
Demonstrates proficiency with the online catalogue and Download Library
Demonstrates proficiency with presentation programs
Demonstrates familiarity and beginner-level proficiency with web-based
office applications for online collaboration
16. Demonstrates beginner-level proficiency with photo-editing programs
TOP
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HR-5 Job Description: Public Service Technician – Tech
Support / Circulation / Outreach
Classification: Library Technician
Excellent customer service is the foundation of a positive relationship between Renfrew
Public Library and its community. Reporting to the CEO, the Public Service Technician –
Tech Support/Outreach position engages the community by providing tech support services
for adults, seniors and teens; ensures library technology remains as updated and current
as possible and introduces new tech offerings to the community. This position is also
responsible for bringing library’s services to senior’s residences and those unable to access
the physical building. On a smaller scale, provides reference, reader’s advisory,
technological and circulation services to the public.

Duties and Responsibilities
1.

2.
3.
4.
5.
6.
7.
8.

9.
10.
11.
12.
13.

Under the guidance of the CEO, pans, organizes, implements and evaluates
ways to meet the technological needs of adults/teens/seniors while also
introducing new technologies to the community.
Updates social media platforms on a regular basis.
In consultation with the CEO, interviews, schedules and coordinates volunteers.
Completes weekly and end-of-month bank deposits.
Delivers materials on a bi-weekly basis to Quail Creek, Bonnechere
Manor and monthly to homebound patrons.
Gathers information from other staff to prepare monthly report of highlights from the
adult/teen departments for the CEO.
Catalogs all new and donated materials as required.
Networks with local artists to ensure there are continuous, rotating art
displays in the library building. Ensures all proper forms are filled out and
that all health and safety guidelines are adhered to when work is placed
throughout the library.
Regularly participates in training opportunities and maintains awareness of
developments in the field.
Updates public and work computers as required.
Delivers reference, reader’s advisory, technological, and circulation services directly to
the public.
Resolves customer service problems as required.
Assumes responsibility for maintaining the safety and comfort of the library while
on duty; reports issues and incidents to the appropriate personnel.
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14. Is responsible for the library (client concerns, security, closing, etc.) in the absence of
senior staff.
15. Other duties as required.

Formal Qualifications
1.
2.
3.
4.
5.
6.
7.

A library technician diploma or equivalent from an accredited school, or
other combination of education.
A minimum 3 years’ experience in a library setting or related field preferred.
Excellent organizational and planning skills.
Proven ability to deal effectively and positively with the public.
Excellent communication skills.
Demonstrated competency with current information technology.
Ability to maintain effective working relationships at all levels within an organization.

Working Conditions
1.
2.
3.
4.
5.

Works 70 hours per two-week period, including assigned evenings and/or weekends.
Work may be somewhat stressful when meeting deadlines and organizing multiple
activities.
Extended periods of working at a computer or at an assigned service point.
Some lifting to a maximum of 30 lbs. may be required occasionally.
Adheres to all legislation, policies and procedures applicable to the position
(e.g. Health and Safety, Human Rights, library policies, etc.).

Competencies
Personal/Interpersonal:
1.
2.
3.
4.
5.
6.

Communicates effectively using a variety of methods, to a wide range
of audiences and individuals from diverse backgrounds
Demonstrates a strong work ethic, personal accountability, and a commitment to public
service
Committed to personal growth and learning; manages the development of
his/her career and improvement of skills
Anticipates and adapts to change and challenge effectively
Works effectively as a team player and informal leader, developing and
maintaining healthy relationships with others to achieve common goals
Aptitude for creative problem solving, including employing effective
strategies to manage organizational politics, conflict, and difficult coworker behaviours

Public Service
1.
2.
3.

Provides assistance to library users in a manner that is warm, welcoming and respectful
Pro-actively pursues opportunities to assist library users, anticipating
needs and exceeding expectations
Demonstrates comfort in assisting library users with disabilities and
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4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.

accommodating special needs
Demonstrates a good working knowledge of the full range of programs and
services offered by the library
Collaborates with other departments
Designs and implements library services to meet the needs and interests
of the young adult community
Articulates and communicates to stakeholders the needs of young adults to
receive quality library service
Uses web tools and social networking communities to engage with and provide
services to young adults
Carries out outreach services
Designs and implements library programs to teach skills related to technology
Assists users with choosing popular and recreational reading, viewing
and listening choices
Develops strategies to stay well-informed as a readers’ advisor
Facilitates library users’ requests for information, whether adult, child, or young adult
Provides search and retrieval of requested information and presents results that
are clear and of appropriate scope
Provides informal instruction and assistance to build skills of library users
Assists users with the use of public and personal computers and devices

Collection Management
1.
2.

Catalogues all types of library materials according to relevant bibliographic control
standards
Manages the catalog to ensure that library users have optimal access to the collection

Technology
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Understands and uses basic computer hardware and peripherals
Understands and performs intermediate operating system functions
Understands and performs intermediate functions and tasks of common software
programs
Performs intermediate printing functions from common applications
Demonstrates intermediate to advanced proficiency with word processing and
publishing programs
Demonstrates proficiency of all the technologies used by the library
Understands and uses the internet and the world wide web
Understands common security protocols related to internet use
Understands and uses common social networking and online collaboration tools
Demonstrates proficiency with the online catalogue, databases and e-books
Demonstrates proficiency with presentation programs
Demonstrates familiarity and intermediate to advanced proficiency with web-based
office applications for online collaboration
Demonstrates intermediate to advanced proficiency with photo-editing programs
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HR-6 Job Description: Public Service Technician –
Children’s Services
Classification: Library Technician – Children’s Library
Excellent customer service is the foundation of a positive relationship between Renfrew
Public Library and its community. Reporting to the CEO, the Public Service Technician –
Children’s Services position engages children from birth to age 12 and their families
through creative, child and family oriented programs and services. The Public Service
Technician – Children’s Services also brings the library’s services to schools and other
organizations. This position also provides reference, reader’s advisory, technological and
circulation services to the public.

Duties and Responsibilities
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.

Selects, orders and maintains the collections for children, adhering to assigned budgets.
Implements, monitors and when necessary recommends changes to public
service policies for the children’s department.
Markets the children’s databases and online services.
Plans, develops, directs and delivers programs for children both in and out of the library
building.
Acts as an advocate for children’s services.
Develops and maintains publicity (displays, signs, posters, etc.) for children’s services.
Liaises with related community organizations, such as schools, service
groups, other libraries, etc. on developing children’s services.
Assesses the quality and results of programming efforts and activities.
Promotes reading and other skill development for children.
Provides circulation and information services to public.
Updates public and work computers as required
Handles cash related to overdues and other fees.
Assumes responsibility for maintaining the safety and comfort of the Library while
on duty; reports issues and incidents to the appropriate personnel.
Is responsible for the library (client concerns, security, closing, etc.) in the absence of
senior staff.
Prepares statistics and reports on a monthly basis and others as requested.
Other duties as required.

Formal Qualifications
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1.
2.
3.
4.
5.
6.
7.
8.

A minimum of a library technician diploma or equivalent from an accredited
school, or other combination of education.
A minimum of 5 years’ related experience in a public library setting,
preferably involving programming/planning for youth.
Excellent organizational and planning skills.
Proven ability to work independently and as part of a team.
Proven ability to deal effectively and positively with the public.
Excellent communication skills.
Demonstrated competency with current information technology and social media.
Ability to maintain effective working relationships at all levels within an organization.

Working Conditions
1.
2.
3.
4.
5.

Works 70 hours per two-week period, including assigned evenings and weekends.
Work frequently somewhat stressful when serving clients.
Extended periods of working at a computer or at an assigned service point.
Some lifting to a maximum of 30 lbs. may be required occasionally.
Adheres to all legislation, policies and procedures applicable to the position
(e.g. Health and Safety Special Collections)

Competencies
Personal/Interpersonal:
1.
2.
3.
4.
5.
6.

Communicates effectively using a variety of methods, to a wide range
of audiences and individuals from diverse backgrounds
Demonstrates a strong work ethic, personal accountability, and a commitment to public
service
Committed to personal growth and learning; manages the development of
his/her career and improvement of skills
Anticipates and adapts to change and challenge effectively
Works effectively as a team player and informal leader, developing and
maintaining healthy relationships with others to achieve common goals
Aptitude for creative problem solving, including employing effective
strategies to manage organizational politics, conflict, and difficult coworker behaviours

Public Service
1.
2.
3.
4.

Provides assistance to library users in a manner that is warm, welcoming and respectful
Connects children and their families and caregivers with resources that encourage
reading
Demonstrates comfort in assisting library users with disabilities and
accommodating special needs
Designs, implements and sponsors library programs that offer
information, special skills or entertainment for children and their families
and caregivers
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5.
6.
7.
8.
9.
10.
11.
12.
13.

Delivers children’s programs to achieve stated outcomes
Articulates and communicates to stakeholders the needs of children to
receive quality library service
Designs and implements library services to meet the needs and interests
of children in the community
Defines and implements outreach services to increase children’s and
families’ use of library services and to reach under-served populations
Develops strategies to stay well-informed as a readers’ advisor
Works with parents, caregivers and other adults who serve children
Facilitates children’s requests for information and provides accurate and appropriate
answers
Provides formal and informal instruction and assistance to build skills of library users
Assists users with the use of public and personal
computers and devices

Collection Management
1. Catalogues some library materials for the children’s department
according to relevant bibliographic control standards
2. Manages the catalog to ensure that library users have optimal access to the children’s
collection
Technology
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Understands and uses basic computer hardware and peripherals
Understands and performs basic operating system functions
Understands and performs basic functions and tasks of common software programs
Performs basic printing functions from common applications
Demonstrates proficiency with word processing and publishing programs
Demonstrates a general understanding of all the technologies used by the library
Understands and uses the internet and the world wide web
Understands common security protocols related to internet use
Understands and uses common social networking and online collaboration tools
Demonstrates proficiency with the online catalog, databases and e-books
Demonstrates proficiency with presentation programs
Demonstrates familiarity and beginner-level proficiency with web-based
office applications for online collaboration
13. Demonstrates beginner-level proficiency with photo-editing programs

Children’s Services
1.
2.
3.

Designs and implements library services to meet the needs and interests of children in
the community.
Articulates and communicates to stakeholders the needs of children to receive quality
library service
Defines and implements outreach services to increase children’s and families’ use of
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4.
5.
6.
7.
8.
9.

library services and to reach under-served populations
Works with parents, caregivers and other adults who serve children
Uses web tools and social networking communities to engage children and support ageappropriate digital literacy
Facilitates children’s requests for information and provides accurate and appropriate
answers
Connects children and their families and caregivers with resources that encourage
reading
Designs, implements and sponsors library programs that offer information, special skills
or entertainment for children and their families and caregivers
Delivers children’s programs to achieve stated outcomes

TOP
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HR-7 Job Description: Public Service Technician – Parttime
Classification: Library Technician– Part-time/casual/term/temporary
Excellent customer service is the foundation of a positive relationship between Renfrew
Public Library and its community. Reporting to the CEO, the Public Service Technician –
Part-time performs public service and technical duties, primarily in the areas of circulation
routines and basic information provision.

Duties and Responsibilities
1.

2.

3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Performs circulation routines as per established procedures using the
library’s automated system. Such routines include registration and renewal
of cards; checking in and out of library materials; assessment of charges;
placement of reserves and contact of customers, assisting with various
regular circulation reporting.
Provides basic directional information and technological services;
recognizes when to refer customers to other team members and does so
appropriately.
Resolves customer problems at the circulation desk or refers issues appropriately.
Is responsible for ensuring that knowledge of library policies and procedures is
accurate and up- to-date and can be clearly conveyed to customers.
Provides general information to the public about the library, its services,
collections, and programs.
Assists with collection maintenance as directed.
Responsible for keeping circulation desks stocked with supplies.
Bibliographic services: shelf-ready processing of materials.
Makes preliminary phone calls about overdue items as required.
Assists with shelf-reading and other collection tasks.
Assumes responsibility for maintaining the safety and comfort of the library while
on duty; reports issues and incidents to the appropriate personnel.
Is responsible for the library (client concerns, security, closing, etc.) in the absence of
senior staff.
Performs other duties as required.

Besides the above duties which are encompassed in all positions, each part-time position
also has specific duties as follows:
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Duties of Part-time Position – Marketing / Community Liaison
1.

2.

3.

Networks with local community groups, including high schools, service groups
and seniors’ organizations, to promote library services and seeks input on how
to better serve the community.
Uses information gained through networking to make recommendations to CEO
and programming staff regarding possible partnerships, services and/or
programs between the library and the community.
Represents the library at community information evenings (i.e. Health Fair,
Newcomers’ Night, etc.) whenever possible.

Duties of Part-time Position – Processing & Mending / Donations
1.

2.
3.
4.

Donations are sorted; giving newer items to department staff for final approval,
choosing items for the on-going book sale/book tree and then determining what
is to be done with remaining items while following procedures laid out in the RPL
Procedures manual.
Ensures on-going library book sales are kept neat, tidy and refreshed with interesting
items.
Repairs/mends materials as required.
Performs processing duties as required, referring to the RPL Procedures Manual.

Duties of Part-time Position – Adult and Teen Programs
In consultation with the CEO, and through partnerships with other staff, community members
and groups; plans, implements and evaluates programs for tweens/teens, seniors and adults
based on community needs and wants.
Creates marketing materials and works with other staff to market programs.

Formal Qualifications
1.
2.
3.
4.
5.
6.
7.
8.

A library technician diploma or equivalent from an accredited school, or
other combination of education.
A minimum 3 years’ experience in a library setting or related field preferred.
Excellent organizational and planning skills.
Proven ability to deal effectively and positively with the public.
Excellent communication skills.
Demonstrated competency with current information technology.
Ability to maintain effective working relationships at all levels within an organization.
Availability to work varied shifts and hours.

Working Conditions
1. Works assigned shifts, including assigned evenings and/or weekends.
2. Work may be somewhat stressful when meeting deadlines or working with the public.
3. Extended periods of standing or working at a computer or at an assigned service point.
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4. Some lifting to a maximum of 30 lbs. may be required occasionally.
5. Adheres to all legislation, policies and procedures applicable to the position
(e.g. Health and Safety, Human Rights, library policies, etc.).

Competencies
Personal/Interpersonal:
1.
2.
3.
4.
5.
6.

Communicates effectively using a variety of methods, to a wide range
of audiences and individuals from diverse backgrounds
Demonstrates a strong work ethic, personal accountability, and a commitment to public
service
Committed to personal growth and learning; manages the development of
his/her career and improvement of skills
Anticipates and adapts to change and challenge effectively
Works effectively as a team player and informal leader, developing and
maintaining healthy relationships with others to achieve common goals
Aptitude for creative problem solving, including employing effective
strategies to manage organizational politics, conflict, and difficult coworker behaviours

Public Service
1.
2.
3.

Enforces Library policies and procedures in the provision of public service
Provides assistance to library users in a manner that is warm, welcoming and respectful
Pro-actively pursues opportunities to assist library users, anticipating needs and
exceeding expectations
4. Demonstrates comfort in assisting library users with disabilities and accommodating
special needs
5. Demonstrates a good working knowledge of the full range of programs and services
offered by the library
6. Understands and executes circulation functions
7. Assists users in making the best use of the library
8. Assists users with basic support in choosing popular and recreational reading, viewing
and listening choices
9. Facilitates library users’ basic requests for information, whether adult, child, or young
adult
10. Facilitates children’s requests for information and provides accurate and appropriate
answers
11. Assists users with the basic use of public and personal computers and devices
Technology
1.
2.
3.
4.

Understands and uses core computer hardware and peripherals.
Understands and performs core operating system functions
Understands and performs core functions and tasks of common software programs
Performs core printing functions from common applications
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5.
6.
7.
8.
9.
10.
11.
12.

Demonstrates core proficiency with word processing programs
Demonstrates core proficiency with spreadsheet programs
Demonstrates a general understanding of all the technologies used by the library
Understands and uses the internet and the world wide web: core competencies
Performs basic information searches
Understands common security protocols related to internet use
Performs core functions of email applications
Understands and is familiar with common social networking and online collaboration
tools
13. Demonstrates proficiency with the library’s online catalogues

TOP
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HR-8 Health and Safety
The Renfrew Public Library Board and CEO are committed to the establishment and
maintenance of a healthy and safe workplace and to the integration of health and safety
practices in all areas of the workplace. The underlying principle of the policy is the
responsibility of all personnel in maintaining a safe workplace which is best achieved
through consultation and cooperation between management and employees.

Section 1: Legislative Requirements
1.

The Occupational Health and Safety Act (OHSA) require those who have any
degree of control over the workplace to ensure a safe and healthy work
environment.

2.

The requirements of the OHSA apply to every worker who is being paid,
regardless of the location where the work is performed. If workers work at
home and are being paid or are driving and being paid en-route, they are
covered under the Act.

3.

If a paid worker suffers a critical injury, the OHSA requires that the employer
immediately notify the Ministry of Labour Health & Safety Contact Centre and
the Workplace Health and Safety representative. The employer and the
employee health and safety representative must prepare a written report (see
Section 4), and forward to a director of the Ministry of Labour within 48 hours
(see Appendix 5).

4.

The OHSA sets out duties with respect to workplace safety, as well as materials
and equipment in the workplace. Section 25(2) of the Occupational Health and
Safety Act requires employers to prepare and review at least annually a written
health and safety policy and develop and maintain a program to implement that
policy.

5.

Ontario Regulation 297/13 Occupational Health and Safety Awareness and
Training require a worker to complete a basic occupational health and safety
awareness training program.

Section 2: Rights of the Worker
1.

A worker has the following rights:
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a)
b)
c)
d)

To participate in the process of identifying and resolving workplace health and
safety concerns
To know about potential hazards to which he or she may be exposed
To refuse work that he or she believes is hazardous to either his or her own
health and safety or that of another worker
All other rights indicated in the Occupational Health and Safety Act

Section 3: Responsibilities
1.

The Ontario Occupational Health and Safety Act (OHSA) and its
regulations impose a legal duty on employers and on supervisors for
ensuring the well-being of workers under their supervision and to take
reasonable measures to protect their safety.

2.

The Renfrew Public Library Board delegates authority to administer and direct
health and safety to the Library CEO.

3.

The Library CEO is responsible for:
a)
b)
c)
d)
e)
f)
g)
h)
i)

Ensuring adherence to the principles of this policy
Ensuring compliance with all applicable health and safety legislation
Ensuring training and procedures for effective health and safety program
management, including adequate allocation of funds and resources
Providing adequate training to employees in order to protect their health and
safety
Investigating all accidents involving personal injury and reporting incidents to
proper authorities when required
Making sure work is done safely
Ensuring all employees are aware of hazards and how to protect themselves
Addressing employees’ safety concerns promptly
Ensuring health and safety infractions are addressed

4. All employees are responsible for:
a)
b)
c)

d)
e)
f)
g)

Knowing procedures to follow in the case of accidents or sudden illness
Making sure work is done safely
Investigating in the presence of the employee health and safety
representative, or if he/she is unavailable, the CEO or a fellow
employee, any refusals to work
Reporting any known hazards to the health and safety representative or the
Library CEO
Reporting any accidents or injuries to the health and safety
representative or the Library CEO
Understanding the hazards associated with any materials they use and
all relevant safety information regarding their use
Reporting any missing or defective equipment
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h)
i)
j)
k)
l)

Maintaining an orderly and uncluttered work area
Operating any equipment in a way that will not endanger any employee
Knowing the location of the first aid kit
Knowing the locations and use of the fire extinguishers as well
as the location of emergency exits
Participating in fire drills and other emergency evacuation procedure

Section 4: Emergency Response Information for People with Disabilities
1.

In accordance with Ontario Regulation 19/11 Integrated Accessibility
Standards the library will provide individualized workplace emergency response
information for an employee who has a disability, if the disability is such that the
information is necessary and the library is aware of the need for accommodation
due to the employee’s disability.

2.

With the employee’s consent, the workplace emergency response information
shall be provided to the person designated to provide assistance.

3.

The individualized workplace emergency response information shall be reviewed when:
a)
b)
c)

The employee moves to a different work location
The employee’s overall accommodations need to be reviewed
The overall emergency response procedures are reviewed

Section 5: Health and Safety Representative
1.

The OHSA requires that a workplace with fewer than 20, but more than 5
employees, have a workplace Health and Safety Representative. In
accordance with Section 8 of the OHSA:
a)

b)
2.

Employees will appoint one health and safety representative from
among the workers who does not exercise managerial functions and
has powers as set out in Section 8(11) of the OHSA
The library board will pay the representative while carrying out his/her duties

The Health and Safety Representative will, in accordance with Section 8 of OHSA:
a)
b)
c)
d)
e)
f)

Identify workplace hazards
Inspect the workplace at least once a month
Be consulted about workplace testing
Make recommendations to the CEO
Investigate work refusals and serious accidents
Maintain a health and safety bulletin board which will include, but not be limited
to:
I.
A copy of the Occupational Health and safety Act
II. Copies of the following Renfrew Public Library policies: Health
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and Safety, Prevention of Workplace Violence, Human Rights—
Discrimination and Harassment
III.

The most recent version of the poster from the Workplace
Safety and Insurance Board entitled, In Case of Injury—1234
IV. The most recent version of the poster from the Workplace
Safety and Insurance Board entitled, What You Should
Know About the Ontario Employment Standards Act
g)
h)

Be trained in basic first aid by an accredited agency
Maintain the first aid box which meets the requirements of the
Workplace Safety and Insurance Act Regulation 1101 (for
contents, see Appendix 6).

Section 6: Working Alone
1.

Working alone describes a situation where a person is the only employee in the
library, or where the employee does not have direct contact with a co-worker.

2.

The library board directs the CEO to develop a plan for working alone. The
plan identifies the occupational hazards, risks, procedures for personal
safety, special training, and emergency assistance in the event of an incident
when working alone. In addition:
a) All employees will be made aware of potential risks and will be
trained on procedures when working alone
b) Employees will not work alone in the library without the prior consent of the
CEO
c) Volunteers and students will not work alone

Related Documents
Renfrew Public Library Policy Human Rights- Discrimination and Workplace Harassment
Renfrew Public Library Policy Prevention of Workplace
Violence Occupational Health and Safety Act, R.S.O.
1990, chapter O.1 Ontario Regulation 191/11
Integrated Accessibilities Standards s. 27
Ontario Regulation 297/13 Occupational Health and Safety Awareness and Training Poster:
TOP
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HR-9 Scent Sensitivity
Due to the health and safety concerns arising from exposure to scented products – see below
for examples - staff and visitors are asked to be considerate in their use of such products when
visiting the library or reporting for work, and to be aware that they may be asked to refrain from
using such products should this be required.
Health Problems that may result from scent sensitivity may include:
headaches

loss of appetite

depression

dizziness

upper respiratory symptoms

anxiety

light-headedness

shortness of breath

nausea

weakness

difficulty with concentration

fatigue

malaise

skin irritation

numbness

confusion

insomnia

Products that may cause scent sensitivity include:
shampoo & conditioners

potpourri

fragrances & perfumes

lotions & creams

soaps

colognes & aftershaves

deodorants

oils

air fresheners & deodorizers

hair sprays

candles

industrial & household
chemicals

cosmetics

cleaning products

The Library is committed to the Health and Safety of its patrons and staff and is therefore
committed to raising awareness of these sensitivities by posting signs. However, the Library will
not strictly enforce a scent free space or ban those that do not comply.
The Library will attempt to minimize the discomfort of the scent sensitive by:

Posting signs asking people to be considerate of others

Asking staff and patrons to be considerate of others by minimizing the use of
scented products

Advising staff and patrons of any upcoming carpet cleaning that may adversely
affect them and work out accommodations that can be taken.

Meeting any challenges to this policy by explaining the reasons why scent
sensitivities are a health and safety concern to many.
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HR-10 Staff Recognition Policy
The purpose of this policy is to establish a timetable and protocol for recognizing employment
anniversaries and excellence in job performance. Employment anniversaries shall be based
upon calendar years. The Library Board Chair and the Chief Librarian will present tokens of
recognition for 5 and 10 years’ service at the appropriate board meeting. Library Board will
request that presentations recognizing 15 years, or more, service take place at a meeting of
Town Council.
Anniversaries:
5 years:
10 years:
15 years:
20 years:
25 years:
30 years:
40 years:

Commemorative token (pin) and certificate of achievement
Commemorative token (mug) and certificate of achievement
Commemorative gift (plate) and certificate of achievement
Commemorative gift (picture) and certificate of achievement
Commemorative gift (watch) and certificate of achievement
Gift certificate and certificate of achievement
Commemorative gift, flowers and certificate of achievement

A note from the Chief Librarian to the worker will recognize excellence, and/or special effort in
job performance. Special employee accomplishments will be brought to the attention of the
Library Board.

TOP
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HR-11 Continuing Education
This document governs the policy and practice of the Renfrew Public Library Board in the
encouragement of continuing education and professional development of its staff.
The Renfrew Public library encourages all staff members to be lifelong learners. As a
demonstration of its support of continuing education, the Renfrew Public Library Board will:

In the case of mandatory upgrading:





Pay 100% of the tuition fees for the program with receipts and written
documentation of successful completion
Pay the employee their hourly rate for scheduled instruction time
Pay mileage to/from place of instruction
May cover the cost of meals, max. $50/day with receipts, at the discretion of the Chief
Librarian

In the case of voluntary upgrading:
Where the training will benefit library services, subject to budgetary and schedule constraints,
the library board will:



Pay up to 50% of program tuition fees (to a maximum of $250 per year) upon
presentation of receipts and written documentation of successful completion
Approve time off without pay to accommodate course schedules

At the discretion of the Chief Librarian, library resources will be made available, free of
charge, to any staff person participating in a continuing education program.
TOP
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Operational
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OP-1 Privacy and Access to Information
This policy exists to:





ensure that the Renfrew Public Library complies with the Municipal Freedom of
Information and Protection of Privacy Act, 1990 (MFIPPA) and its regulations
ensure that members of the public have access to information about the
operations of the Library and to their own personal information held by the
Library in accordance with the access provisions of MFIPPA
ensure the privacy of individuals’ personal information is protected in compliance
with the privacy provisions of the MFIPPA

Policy Statement
The Renfrew Public Library will make information about the Library available to the public
and will protect the privacy of all individuals’ personal information in its custody or control in
keeping with the access and privacy provisions of the MFIPPA and other applicable
legislation. This policy applies to all services and operations of the Renfrew Public Library
Board, its staff, Board members and volunteers.

Definitions
“Personal information”, as defined by MFIPPA, means recorded or unrecorded
information about an identifiable individual, including, but not limited to:

A. Information relating to the race, national or ethnic origin, colour, religion,
age, sex, sexual orientation or marital or family status of the individual,
B. Information relating to the education or the medical, psychiatric, psychological,
criminal or employment history of the individual or information relating to
financial transactions in which the individual has been involved,
C. Any identifying number, symbol or other particular assigned to the individual,
D. The address, telephone number, fingerprints or blood type of the individual,
E. The personal opinions or views of the individual except if they relate to another
individual,
F. Correspondence sent to an institution by the individual that is implicitly or
explicitly of a private or confidential nature, and replies to that correspondence
that would reveal the contents of the original correspondence,
G. The views or opinions of another individual about the individual, and
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H. The individual’s name if it appears with other personal information relating to
the individual or where the disclosure of the name would reveal other
personal information about the individual.

Regulations
Access to Personal Information
1.

The board is responsible for personal information under its control and designates the
Chief Executive Officer (CEO) as the individual accountable for the library’s compliance
with legislation.

2.

Personal information is accessed by library staff in the performance of their duties, and
is used only for the purpose which it was collected or for consistent purposes.

3.

Information may be disclosed if the person to whom the information relates has identified
that information in particular and has consented to its disclosure, or if required by law.

4.

The library will allow members to see personal information collected about them upon
request at the library. Staff will require photo ID to verify the member’s identity before
allowing access to this information.

5.

Library members are responsible for keeping their library card secure and ensuring that
loss or unauthorized use of their card is reported to the library. A library card brought
into the library by someone other than the card holder implies consent by the card
holder for that individual to pick up material for them. It does NOT allow access to other
services and programs or access to information in that person’s record.

6.

Personal information about a child may be requested by a parent or legal guardian of a
person up to sixteen (16) years of age (in accordance with Section 54 MFIPPA). The
child’s library card, their ID and/or proof of legal guardianship must be presented. The
parent’s name must be record in the child’s membership information.

7.

Information including contact information and information about materials borrowed is
available through the library’s online services. The member’s personal password,
together with either library card number or personal login ID is required to access this
information.

8.

Personal information may be requested on providing proof of Power of Attorney for that
person.

9.

Personal information shall be protected by security safeguards appropriate to the
sensitivity of the information

10. The Annual Statistics Report to the Privacy Commission of Ontario is submitted

Protection of Personal Information
Collection and Use of Information
1.

The Library will not collect any personal information about individuals without
obtaining their consent to do so, subject to the exceptions as contained in
MFIPPA. Personal information that is collected will be limited to what is
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necessary for the proper administration of the library and the provision of
services and programs.
2.

The Library will provide the following information to the individual when
personal information is being collected on behalf of the Library:
i.
ii.
iii.

3.

Individuals are informed of the reasons for collecting personal information at or
before the time of collection. Examples of reasons are:
i.
ii.
iii.
iv.
v.
vi.

4.

Legal authority
Principle purpose or purposes for use
Title, business address and telephone number of an official from
the Library who can answer questions.

Access to library materials and services
Room rentals
Library fund development
Electronic communications including, but not limited to, hold alerts and overdue
notices
Non-identifying statistical purposes
Protection of Library property and the safety of the public.

The library collects in records:
a)
b)
c)
d)
e)
f)

g)

Name, address, and telephone number of each registered library user
Date of birth of registered library users under the age of fourteen (14)
Information about what an individual library user has borrowed or items placed
on hold
Information about a public meeting room space booked by a specific individual
Information about programs an individual has registered to attend
Information about when an individual booked a public computer.
All search history information is erased at the end of each
individual session upon logging out.
Information about individuals requests for material through interlibrary
loan. As part of a provincial interlibrary loan network, some of this
information resides on servers in other places and the library cannot
monitor or control the use of this information

5.

The library collects comment forms, requests for material reconsideration and
correspondence from individual users. All correspondence received is part of the
Board’s public documents except for correspondence related to personnel or
property issues which would be treated as confidential and handled in an incamera session. In addition, personal information about users and their use of
library materials, services and programs is treated as confidential.

6.

The library system collects images and video clips through security cameras.
Images are only used to ensure the security and safety of staff and
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individuals using the library.

Disclosure of Information:
Notwithstanding the specific applications of MFIPPA cited in this policy, the Renfrew Public
Library Board is subject to all requirements of disclosure in the MFIPPA.
1.

2.

3.

The Library will not disclose personal information, under its custody or control,
related to an individual to any third party without obtaining consent to do so,
subject to certain exemptions as provided in MFIPPA. Situations where the
Library will disclose this information include the following:
i.

The Library will disclose relevant personal information about the
individual enrolled in the Outreach Delivery Services, to an authorized
support person/family member, or staff of long term care facilities, for
the purposes of service delivery and authorized by the individual on
the application form.

ii.

The Library will disclose personal information concerning an individual to
a third party who has been assigned supplementary card privileges (e.g.
linked cards) provided that the individual and the third party have
indicated their agreement and the agreement has been recorded in the
patron record.

iii.

The Library will release information to the Children’s Aid Society, under
the authority of the Child and Family Services Act, which states that a
person who believes, on reasonable grounds, that a child under 16 is at
risk of harm, must report this suspicion to the Children’s Aid Society
immediately, directly and on an ongoing basis.

Personal information related to a visitor or a library user is not disclosed to any
third party without obtaining consent to do so, subject to certain exemptions as
provided by MFIPPA. Information will be disclosed:
i.

to a parent or guardian of a person up to sixteen (16) years of age upon the
presentation of a search warrant

ii.

to police in the absence of a search warrant to aid an investigation (at the
CEO’s discretion)

iii.

personal information may be released in compassionate circumstances to
facilitate contact with next of kin or a friend of an individual who is injured, ill or
deceased

The Library requires any contracted service provider that may have
access to personal information (e, g. integrated library system
provider) to sign a confidentiality agreement.
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Retention of Records
1.

The Library will not retain any personal information, such as information related
to items borrowed or requested by an individual, or pertaining to an individual’s
on-line activity, longer than is necessary for the provision of library services and
programs. Examples include:
i.

ii.

2.

Personal information regarding library transactions is retained as long
as the circulation record indicates that an item remains on loan or
fees remain unpaid.
The circulation records of individuals receiving materials via the
Library’s Outreach Services. These records are retained with their
permission in order to assist the staff in selecting materials for the
individual.

Personal records of individuals who have not used their cards in the previous
three (3) years and do not have any outstanding activity are purged on an
annual basis.

Correcting Personal Information
The Renfrew Public Library makes every effort to ensure that records are correct. A
member has the right to ask for information to be corrected if a mistake has been made.
Staff will require documents to verify the changes requested.

Access to General Information
Information regarding Library Board agendas, minutes, annual reports, governance and
operations will routinely be made a matter of public record either through the website, or by
request. Access to information not publicly available can be requested formally, in writing.
Disclosure of information will be subject to the provisions of MFIPPA.
1.

Responding to formal requests for information is a statutory obligation.

2.

In accordance with the Public Libraries Act the public can inspect any records
that the board’s secretary has on file except where exemptions are allowed
under Section 6 to 16 of the MFIPPA.

3.

The CEO/Chief Librarian will give written notice to the person making a request,
as to whether or not access to the record or part of it will be given as prescribed
by the MFIPPA.

Procedures
1.

All formal requests for access to information not publicly available must be:
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a)

Sent in writing to:
Chief Librarian
Renfrew Public Library 13 Railway Ave., Renfrew, ON K7V 3A9
OR

b)

A “Request for Information” application form may be
requested and completed. The following information must be
included:
 Name and full mailing address
 Daytime telephone number
 Names of specific files or types of records to which you are
requesting access, including specific dates of those records
where possible.
 Application fee, payable to Renfrew Public Library

2.

Fees may be applied for this service (in accordance with Part IV, Section 45 of
MFIPPA), payable to the Renfrew Public Library to cover research time and
preparation of records, and copying charges. There is no fee when requesting
access to personal information.

Breach of Privacy
A breach is any unauthorized or illegal collection, use, or disclosure of
personal information. In the event of a breach, the CEO/Chief Librarian or
his/her designate will:
1.
2.
3.
4.
5.

Contain the breach and repatriate the information
Assess the severity of the breach’
Notify the affected parties and the Information Commissioner as required
Investigate the cause of the breach
Implement corrective actions

Related Documents
Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. M56
Municipal Freedom of Information and Protection of Privacy Act R.R.O, 1990, Regulation
823 Information and Privacy Commissioner of Ontario. What are the Privacy Responsibilities
of Public Libraries? 2002
TOP
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OP-2 Safety, Security and Emergency
The Renfrew Public Library Board is committed to providing a safe and healthy work
environment for staff, volunteers and members of the public who use the library. The Board also
acts to protect library property.

Responsibility of Board and Staff
The Board, Chief Executive Officer (CEO) and library employees share the responsibility to
ensure a safe and secure place for the public.
All Board members, staff and volunteers will take initiative on public safety issues and will work
to solve problems and make improvements on an ongoing basis
In accordance with Ontario Regulation 191/11 Integrated Accessibility Standards all
emergency procedures, plans, or public safety information will be made available to the public in
an accessible format or with appropriate communication supports, upon request.
The library cooperates with other agencies responsible for health and safety and local
emergency preparedness.

Responsibilities of the Board
1.

The Ontario Occupational Health and Safety Act and regulations, R.S.O. 1990, c. 0.1
(OHSA) imposes a legal duty on employers and on supervisors for ensuring the wellbeing of workers under their supervision and to take reasonable measures to protect
their safety. The Boards designates the CEO as the supervisor, in accordance with the
OHSA.

2.

The Board ensures that funding, time and resources are dedicated to training the staff in
safety, security and emergency procedures.

Responsibilities of the CEO
1.

The CEO develops safety programs that include procedures, implementation plans,
enforcement, and reporting for prevention and mitigation of:
a)

Harassment and violence (see relevant HR policies) that compromise
the safety and health of the staff and the public; including bomb threats,
harmful, abusive and dangerous behavior by individuals, and medical
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b)
c)

2.

emergencies.
Crimes; including theft, vandalism, drug dealing and/or use
Disasters that threaten collections, furniture, and equipment; including
flood and fire

Closing the library may be necessary in emergencies or catastrophes including, but
not limited to, extreme weather, power failure, or lack of water in the building. The
primary consideration is the safety of all persons in the building and on the property.
The CEO or designate will determine when to close the library during an emergency
or catastrophe.

Related Documents:
Renfrew Public Library. HR-07 – Workplace Harassment and Discrimination
Renfrew Public Library. HR-08 – Prevention of Workplace Violence
Renfrew Public Library. OP-XX – Meeting the Requirements of the AODA Regulations
Occupational Health and Safety Act, R.S.O., 1990, c. O.1, Last amendment: 2007
Ontario Regulation 191/11 Integrated Accessibilities Standards s. 13
TOP
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OP-3 Accessible Customer Service
This policy addresses the accessibility requirements of Regulation 429/07 Accessibility
Standards for Customer Service under the Accessibility for Ontarians with Disabilities Act, 2005.

Scope
This policy applies to all persons who deal with customers, or to other third parties who deal
with customers on the Library’s behalf such as those providing program services. A person or
third party can be a volunteer, employee, Board member, student on placement or otherwise
engaged in the provision of Library services to our customers.

Definitions
Assistive Device: a device used to assist persons with disabilities in carrying out activities
or in accessing library services.
Barrier: defined by the Accessibility for Ontarians with Disabilities Act, 2005, means
anything that prevents a person with a disability from fully participating in all aspects of
society because of his or her disability, including a physical barrier, an architectural barrier,
information or communications barrier, an attitudinal barrier, a technological barrier, a policy
or practice.
Disability: defined by the Accessibility for Ontarians with Disabilities Act, 2005 and the
Ontario Human Rights Code, is:







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 impairment, deafness or hearing impairment, muteness or speech
impairment, or physical reliance on a guide dog or other animal or on a
wheelchair or other appliance or device
a condition of mental impairment or a developmental disability
a learning disability, or a dysfunction in one or more of the processes involved
in understanding or using symbols or spoken language
a mental disorder, or
an injury or disability for which benefits were claimed or received under the
insurance plan established under the Workplace Safety and Insurance Act,
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1997.
Service Animal: defined in Ontario Regulation 429/07. An animal is a service animal for a
person with a disability if it is readily apparent that the animal is used by the person for
reasons relating to his or her disability; or if the person provides a letter from a physician or
nurse confirming that the person requires the animal for reasons relating to the disability.
Support Person: defined in Ontario Regulation 429/07. A support person means, in relation
to a person with a disability, another person who accompanies him or her in order to help
with communication, mobility, personal care or medical needs or with access to goods or
services.

Policy Statement
The Renfrew Public Library (RPL) is committed to the independence and integration of persons
with disabilities and all who live, learn, work, play and invest in our community. RPL remains
dedicated to providing barrier-free access to all library goods, services, information and
resources for persons with disabilities.

Background
The Accessibility for Ontarians with Disabilities Act, 2005 received Royal Assent on June 13,
2005. This Act applies to public and private sector organizations and mandates the
development, implementation and enforcement of accessibility standards. The first standard to
become law was the Accessible Customer Service Regulation 429/07 which came into force on
January 1, 2008. Providers of goods or services in Ontario in the public sector were required to
comply with the regulation by January 1, 2010.

Operating Principles
1.

Assistive Devices

The Library will encourage the use of personal assistive devices to access
our services and programs.
Exceptions may occur in situations where the Library has determined that the
assistive device may pose a risk to the health and safety of the person with the
disability, or to the health and safety of others on Library premises.
2.

Support Persons
The Library will encourage the inclusion and access of support persons
accompanying people with disabilities.
Fees for support persons assisting users will be waived for library programs where
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fees are charged.
3.

Service Animals
The Library permits service animals to assist users.
If it is not readily apparent that the animal is a service animal, and complaints are
received from other customers, Library staff may ask the customer for confirmation
of the animal’s accreditation.
It is the responsibility of the person with the disability to ensure that his/her service
animal is kept in control at all times.

4. Service Disruptions
Notice of Service disruptions: Reasonable notification of all interruptions that
especially relate to the provision of services and programs for people with
disabilities. In the event of a planned disruption to facilities or services, advance
notice will be provided.
Information will include the reason for the disruption, the anticipated duration and a
description of alternative facilities or services (if available).
Notice may be posted in conspicuous place on library premises (i.e. front door), on
the library website or by other such methods that are reasonable under the
circumstances.
In the event of an unexpected disruption, notice will be provided as soon as possible.
5. AODA Policies
The Accessible Customer Service Policy will be made available, upon request, in
alternative formats free of charge.
Policy documents will be available on the Library’s website.
6.

Feedback Process
A feedback, response and tasking process that enables increased integration of
users and accessibility to goods and services. Responses to persons with disabilities
will take into account the person’s disability.
Feedback from a member of the public about the delivery of services to persons with
disabilities may be given by telephone, in person, in writing, in electronic format, or
through other available methods.
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7.

Assistive Services
The Library provides additional services for people with disabilities including, but not
limited to:




8.

Material in alternate formats
Accessible computer workstation
Staff assistance to retrieve materials

Training
The Library will ensure that training is provided to all persons to whom this policy
applies, as required by the Accessibility Standards for Customer Service. The
amount and format of training will be dependent upon the person’s interactions with
Library users.
Training will include the following:








Review of the purpose of AODA
Requirements of the Accessibility Standards for Customer Service (Ontario
Regulation 429/07).
Instructions on Library policies, procedures and guidelines pertaining to the
provision of Library services to users with disabilities.
How to interact and communicate with users with various types of disabilities
What to do if a person with a particular type of disability is having difficulty
accessing Library services
How to interact with persons who use assistive devices or who require the
assistance of a support person or service animal
Information about the equipment or devices available on Library premises
that may help with the provision of Library services to persons with
disabilities.

A record of training will be provided to persons to whom this act applies and a copy
kept in the employee’s personnel file.
Training will be provided as part of the orientation process for new employees and
on a continuing basis as required for all other

Related Documents:
Ontarians with Disabilities Act, 2001
Accessibility for Ontarians with Disabilities Act, 2005. S.O. c.11
Accessibility Standards for Customer Service, Ontario Regulation 429/07
Ontario Human Rights Code

TOP
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OP-4 Collection Development
The collections support the library’s mission to provide the community equitable access to
information and ideas through a variety of media. This policy sets out the parameters for the
development of the collections and decisions on the selection of materials and is the basis for
collection evaluation, planning and budgeting.

Section 1: Scope and Size of the Collection
A.

The library provides a collection of books and materials:
 in a variety of formats
 for all ages
 that is responsive to the needs and interest of the community
 that reflects the diversity of the community

B.

The collections shall be balanced and represent diverse points of view and may
include materials that some members of the public consider to be controversial in
nature.

C.

The presence of an item in the library does not indicate an endorsement of its
content.

D.

It may happen that materials in the collections meet the needs of students, but this is
not the primary reason for their selection. It is the responsibility of schools to provide
materials which support their curricula.

E.

The library develops collections which include, but are not limited to, the following
areas: fiction and non-fiction for adults, YA and junior; magazines, picture books,
music, films, local history and local interest, adult literacy, and government
documents.

F.

The staff is responsible for developing profiles for each area of the collection to
further define the scope of the collections. These profiles are tools for collection
development and evaluation.

G.

Recognized, professional standards will be used to determine the appropriate size of
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the collection. Planning for budgets and facilities must reflect these standards.

Section 2: Selection of Materials
1.

The board delegates the responsibility for the collection to the Chief Executive Officer

2.

(CEO), who may in turn delegate to qualified staff.
In selecting materials, staff will use professional resources, judgment, knowledge
and experience.

3.

The staff will proactively solicit advice from, as well as anticipate the needs and
interests of, the community.

4.

What is ordered, and what remains in the collections, is based on the following
criteria:
a)

recommendations by critics or reviewers

b)
c)

public demand
relationship of subject to existing collection

d)

importance of subject matter in relation to community needs

e)
f)

authority or significance of author
quality of writing, production and illustrations

g)
h)

authority and standards of publisher
suitability of format for library use

i)

Canadian content

Section 3: Withdrawal of Items
1.

An up-to-date, attractive and useful collection is maintained through a continual
withdrawal and replacement process.

2.

The ongoing process of withdrawal is the responsibility of the CEO. This
responsibility may be shared with other members of the staff.

3.

Items will be withdrawn based on the ALA’s Crew Method for weeding the collection.

4.

Withdrawn material may be discarded or sold.

Section 4: Gifts and Donations
1.

The library accepts gifts of books, other materials, or money for the purchase of
specific items, with the understanding that they will be added to the collection only if
appropriate, needed and contribute to a balanced collection.

2.

The same criteria of selection and withdrawing that are applied to purchase materials
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are also applied to gifts and donations.
3.

Materials not added to the collection are discarded or sold.

Section 5: Requests from Members of the Community
1.

Suggestions from the community for the purchase of items are always welcome and
are given due consideration.

2.

Requests for the re-consideration of, withdrawal of, or restricted access to, a specific
item in the collection from a member of the community must be received by the CEO
in writing. Responses to these requests are guided by the board’s position that:
a)

people have the right to reject for themselves material of which they do not
approve but they do not have the right to restrict the intellectual freedom of
others

b)

it is the right of parents and legal guardians to develop, interpret and enforce
their own code of ethics upon their minor children

c)

If the CEO’s decision is not acceptable, the matter will be referred to the
Library Board. An answer will be forwarded to the complainant and all other
parties involved within 30 days of the CEO/Board’s decision.

Related Documents:
Renfrew Public Library. FN 04 - Intellectual Freedom
Renfrew Public Library. Appendix A: CLA statement of intellectual freedom Appendix 7:
Request for reconsideration of library material
Appendix 8: Collection development plan
TOP
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OP-5 Resource Sharing
Resource sharing through the provincial interlibrary loan network is a primary service that
supports the mission of the library by providing enhanced access to library materials and
information. By participating in resource sharing, the Renfrew Public Library provides library
users with access to shared collections, the collections of other libraries, and makes its
collections available to other libraries. This policy establishes a commitment to resource sharing
partnerships.
1.

The library will participate in resource sharing opportunities by:
a)
b)
c)
d)

2.

joining collaborative initiatives such as material pools, and the provincial
interlibrary loan network
using resource sharing as an adjunct to, not a substitute for, the library’s
collection
purchasing frequently requested titles
offering provincial interlibrary loan service to users in good standing

Interlibrary loan is a transaction in which the Renfrew Public Library borrows materials
directly from another library on behalf of a user, or another library borrows materials
from the Renfrew Public Library on behalf of its user through INFO (Information
Network for Ontario). The library will:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)

adhere to the provincial interlibrary loan policies and participation standards
make its database of holdings available to the provincial interlibrary loan
network
promote awareness of the interlibrary loan service
request materials not owned by the library or missing from the library’s
collection
request any type of library materials needed for the purpose of study,
instruction, information, recreation, or research
not request items owned by the library and temporarily in use or on reserve
support the library’s book clubs and other book-based programming by
requesting multiple copies of a book even if the library already owns a copy
strictly observe any conditions for use of loaned materials that are imposed
by a lending library
not charge users a fee for borrowing via interlibrary loan
consult with users in advance regarding fees charged by lending libraries
be responsible for materials borrowed on behalf of patrons and pay for
overdue charges, damage, or loss of material borrowed on interlibrary loan
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3.

Interlibrary loan service is offered to other libraries that abide by the provincial
interlibrary loan policies and participation standards. The library will:
a)

make available the broadest range of materials for interlibrary loan with the
following exceptions:
i. equipment
ii. materials limited by licensing agreements
iii. materials designated as non-circulating

b) reserve the right to refuse to lend other materials or to ask a borrowing library
to restrict use of materials lent
c) respond to requests within 2 days
d) circulate items for the same period of time as for regular circulation
e) grant renewals unless the material is needed for another user of the library
f) charge for overdue, damaged or lost materials based on the Renfrew Public
Library Circulation Policy

Related Documents:
INFO (Information Network of Ontario) Participation Policies and Schedules
Renfrew Public Library. Circulation Policy
TOP
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OP-6 Programming Policy
Programming supports the library’s mission to stimulate imagination and inquiry. Programming
provides information, invites public discussion, encourages curiosity and creativity and promotes
literacy and reading. Programming promotes the library’s services and resources. This policy
defines the provision of programs at the library.
1.

Programs are defined as any group activity offered to the public that staff coordinate,
plan and/or present.

2.

Library sponsorship of a program does not constitute an endorsement of the content
of the program or the views expressed by presenters or participants.

3.

The library will:
a)
b)
c)
d)
e)
f)
g)
h)
i)

4.

The library may:
a)
b)
c)
d)
e)

5.

make available a wide spectrum of opinions and viewpoints
select programs based on the interest and need of the community
use programs to promote interest in, and the joy of, reading
make programs available free of charge except for fundraising events to
benefit the library
limit program attendance based on safe use of space, or when success of a
program requires it
make programs open to all, based on a first come, first served basis, either
with advanced registration or at the door
not offer programming that is purely commercial
regularly evaluate the planning and delivery of library programs
make available a process for user feedback and expressions of
opinions/concerns about programs

offer programs for children, young adults, adults and families
participate in cooperative programs with other agencies, organizations,
institutions or individuals
sponsor programs in the library facility or outside of the library
promote programs through brochures, news releases, and the library’s
website
allow presenters to display products or books for purchase

Non-library programs will be subject to CEO approval. See Meeting room policy.
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OP-7 Public Network (Internet) Access Policy
To provide public network access at the Renfrew Public Library which:




is consistent with the Library's mission
endorses intellectual freedom and protection of privacy
and provides a valuable information resource

For the purposes of this policy, unless otherwise specified, “public network(s)” is defined as
including both wired and wireless networks.

Scope
The foundation of this policy is the Library Board's endorsement of these related policies and
statements:

Renfrew Public Library Mission Statement

Renfrew Public Library, Code of Conduct Policy

Canadian Library Association and Ontario Library Association Statements on
Intellectual Freedom

Responsibilities
The Library's responsibilities are:
1.
2.
3.
4.

5.
6.
7.

To provide orientation and training opportunities for all customers
To maintain a web site that is appropriate for all ages
To provide an environment free from sexual harassment and to discourage Internet
use that denies others a safe environment
To affirm and acknowledge the rights and responsibilities of parents and guardians
to monitor and determine their children's access to Library materials and resources,
including those available through the Internet by taking certain measures designed
to assist in the safe and effective use of these resources by all minors
To offer customers and parents the choice of filtered/unfiltered Internet access on the
wired network.
To make every effort to protect the privacy of customers
And, to enforce this policy, including the Terms of Use for both Public Computers
and Wireless Access (Appendix “A” and “B” of this document).
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Customers' responsibilities are:
1.

2.
3.
4.
5.
6.

To be aware that use of the Internet for illegal purposes, including copyright violation,
child pornography, obscenity, and hate literature, is prohibited and may result in
prosecution
To respect the sensibilities of others when accessing sites that may reasonably be
considered offensive to others in a shared public space
To recognize that the Internet contains a wide variety of resources including
resources that some may consider upsetting or offensive
To exercise extreme caution when sending personal and financial information
To be aware that use of the Library's public network for illegal purposes is strictly
prohibited
And, to know that violation of this policy, including the Terms of use for Public and
Wireless access will result in suspension of library privileges

Parents' responsibilities are:
1.
2.

To assume responsibility for deciding which library resources and type of network
access are appropriate for their children
To know that children are understood to include children up to and including age 16

Revised from existing policies of the Ottawa Public Library

Related Documents:
Appendix 9: Terms of Use: Public Computers
Appendix 10: Terms of Use: Wireless Access
TOP
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OP-8 Meeting Room
This policy exists to provide guidelines for public use of the Library’s Meeting Room.
The Library’s Meeting Room is primarily used for Library purposes. These purposes include
Board meetings as well as programs for the public sponsored or presented by the Library and
its staff.
However, in order to help meet community needs for meeting facilities, the Board welcomes the
use of its facilities by community, cultural, and educational groups.
*Permission to use the Meeting Room is at the discretion of the Chief Librarian and the
Library Board.
Priorities for community use of the Meeting Room:
1.
2.
3.

Meetings or programs co-sponsored by the Library;
Community based volunteer or not for profit groups;
Other groups.

Conditions of Use
1.

The Meeting Room may not be used for:




Bingos (except Library Bingo, a children’s activity), lotteries or games of
chance;
A commercial enterprise for meetings whose sole purpose is sale of
products or services or recruitment of clients;
By groups whose aims contravene municipal, provincial, or federal
legislation

2.

Use of facilities may be denied where there is likelihood of physical danger to
participants or audience, or misuse of premises or equipment, where there has been
material misrepresentation of a group’s aim or when a group has misused premises
or property in the past.

3.

Granting of permission to use the Meeting Room does not imply endorsement by the
Board of the aims, policies, or activities of any group.

4.

The Meeting Room is not available for use on Sundays or holidays.

5.

Meeting Room use must take place during the Library’s hours of operation except by
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special permission and with additional cost. (see below)

Booking the Meeting Room
1.

Groups or individuals wishing to book the Meeting Room may do so at the Library
during library hours.

2.

A rental agreement must be completed and signed by an individual or authorized
representative of the organization booking the facility. Payment must be made at the
time of booking.



Non-Profit Organizations: no charge during library hours + $24.00/hr. staff time
outside library hours.



For-Profit Organizations: $25.00 during library hours + $24.00/hr. staff time outside
library hours. $25.00 + $24.00/hr. staff time outside library hours

ates

Note: An administration fee of $15.00 will be added to any charges that must be invoiced
by the Renfrew Public Library.

Equipment and Other Facilities
1.

Chairs and tables, coffee urn, flip chart, and access to public washrooms are
provided.
No other equipment is provided as part of the rental of the Meeting Room.
Set up of the Meeting room is not provided. Users of the Meeting Room are
responsible for cleaning necessitated by serving food.

2.
3.

Parking
No parking is provided on the Library property. Street parking is available as posted.

Publicity
1.
2.

3.

4.

The Library does not provide advertising for meetings or programs unless the Library
is a co- sponsor.
Where the Library is not a co-sponsor, groups using the Meeting Room must not imply
in any way in their advertising or publicity that the Library Board endorses the group’s
meeting, aims, policies or activities. The Library should appear only as the location of
the meeting.
All organizations or individuals must clearly specify their names in advertisements of
meetings being held in Board facilities. The phone number of the organization or of
an individual should be listed as a source for further information.
Copies of promotional material may be required by the Library prior to release.

Conditions after Use
1.
2.
3.
4.

The Meeting Room must be left in the same condition as it was in prior to use.
Refuse must be removed.
Surfaces and floors must be clean and free of debris.
Any furniture or equipment in the room that is not part of the meeting requirements
must be left untouched and undamaged.
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Maximum Attendance
The capacity of the Meeting Room is 42 people.

Cancellation
1.
2.

Cancellation of a confirmed booking must be made 24 hours in advance in order to
qualify for a refund of the booking fee.
One-half of the fees will be charged if the cancellation is made less than 24 hours in
advance. The full amount will be charged if no notice of cancellation is given. No
charge will be made if an emergency such as a snowstorm or loss of electrical

power occurs which requires the facilities to be closed and meeting to be
cancelled.
General Regulations








No smoking is permitted in the Library or Meeting Room. No alcoholic beverages
may be sold on Library premises.
Alcoholic beverages may be served only at events sponsored or co-sponsored by
the Library Board and provided that all legal requirements are met.
The Library Board is not responsible for equipment or personal articles belonging to
any group or individual using the Meeting Room or attending a program or meeting.
Groups or individuals booking the Meeting Room are responsible for any charges
resulting from furniture, building or equipment damage or loss.
Nothing is to be affixed to walls.
Library personnel must be permitted access to the Meeting Room at all times.
The applicant must agree to indemnify and save harmless the Library Board in
regard to all claims, costs and damages in any way arising out of the application
and/or use of the facilities by the applicant and anyone else in attendance there
including, without limitation, damage or destruction of property, personal injury,
infringement of royalty rights, defamation and public disturbance.

Failure to Comply




Failure to comply with any of the regulations regarding the use of the Meeting Room
may result in refusal of subsequent rental applications.
The Library Board reserves the right to cancel a booking with 30 days’ notice if the
Meeting Room is required for a Library approved function.
The Library Board reserves the right to refuse or cancel for cause at any time the use
of the Meeting Room without any liability to or against the Library Board as a result
thereof.

TOP

110

Renfrew Public Library Policy Manual

Policy Type: Operational

Policy Approval Date: 04/2009

Policy Edits/Reviews: 04/2011

OP-9 Community Information / Bulletin Board
The purpose of this policy is to set forth the types of materials that may be displayed on the
library’s community information bulletin boards and/or display racks.
1.

The Library provides space on its public bulletin boards and literature display racks to
non-profit, civic and community groups for the display of informational bulletins,
brochures and posters regarding educational, cultural, civic, intellectual and
charitable activities of interest to the local community. These services are in keeping
with the Library’s philosophy of providing access to a wide range of information
sources.

2.

No items devoted solely to the sale, advertising, solicitation, or promotion of
commercial products or services for a single profit making business will be accepted.

3.

Also excluded are personal ads and notices, petitions, notices of items for sale or
rent, political campaign advertising and notices advocating or promoting partisan
political issues.

4.

Religious and political materials are permissible for informational purposes or special
events. However, materials whose primary purpose is promoting a single point of
view will not be displayed.

5.

Material promoting unlawful practices (e.g. information which violates municipal,
provincial or federal legislation, including the Human Rights Code) will be refused.

6.

Material that is contrary to the policies, regulations and procedures of the Renfrew
Public Library will not be displayed.

7.

All notices, posters and free literature must be approved and placed on the bulletin
board or in the display racks by library staff. The items must be professionally printed
or neatly hand printed and no larger than 11 inches by 17 inches in size.

8.

Materials will be displayed for a limited time only. Because space is limited, it may not
be possible to display all posters, brochures, etc. that are acceptable under these
guidelines.

9.

The Renfrew Public Library reserves the right to judge the relative importance of
posters and notices, and from time to time may refuse to post them.

10. Posting of a notice or placement of materials in a display rack does not imply
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endorsement by library staff or the Board of Trustees
TOP
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OP-10 Children and Teen Services
The Renfrew Public Library recognizes that the needs of young people are important in their own
right: that their intellectual growth, their cultural appreciation and recreational activities should be
fostered through quality library service, delivered with consideration and respect. This policy
sets out the services to be offered for children and teens.

Rights of the Child
The Renfrew Public Library endeavours to provide this service based on the principles stated in
the Ontario Library Association's Children's Rights in the Public Library, 1988. See Appendix A.

Section 1: Scope
The services described in this policy are intended to meet the needs of children and teens, as
well as parents, guardians and adults who work with children or are interested in children’s
literature.

Section 2: Services
A. Collections:
i.

The Chief Executive Officer (CEO) will ensure the maintenance and
organization of a comprehensive children’s and teens’ collection based on the
Collection Development Policy OP-04.

ii.

The children’s and teens’ collections will meet high standards of quality and
reflect the changing educational needs and personal interests of children and
teens as well as trends in society.

iii.

The staff will develop profiles of the collections to define the scope and to
address the issues of:

Canadian authors and content

award-winning titles

non-fiction material that complement the local school curriculum

age appropriate formats

B. Reference and Readers Advisory
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iv.

The qualified staff will utilize the full range of collections, technology and
methods to answer all users’ requests for advice on selecting books and for
information, regardless of age and without judgment, with confidentiality and
respect.

v.

Library staff should conduct interviews to better understand what each child
and teen wants and needs.

vi.

Library staff will point out the variety of resources available in all areas of the
library as appropriate.

C. Programs
vii. The library will provide programming for children, teens and parents, both in
and out of the library, to stimulate creative potential and to encourage and
facilitate the habit of reading, independent learning and use of the library.
viii. The library will provide educational, entertaining and literature related
programs and support for children and teens, such as:






programs for parents/guardians, adults, caregivers that will
educate them on the importance of early literacy, the role of the
library in their children’s lives, and the support the library can
offer them
programs for classes, children’s groups (i.e. Brownies), daycare,
etc., depending on age, will emphasize early literacy and library
orientation, and that encourage reading for leisure, or highlight
various aspects of the collection
programs for summer, school breaks and professional
development days will be primarily book based and will highlight
various aspects of our collection while encouraging reading for
pleasure or leisure activities.

ix.

The staff will actively involve teens in planning and implementing programs
for this age group.

x.

The number of participants for all programs will be restricted based on size
of the facility, fire department limits, staff supervision available, etc.; this will
be enforced by the children’s programmer in charge.

xi.

Some programs may limit the age of children or teens and the number of
children per accompanying adult. This limit may be enforced by the staff as
the program is designed for maximum benefit to the child/parent/guardian
through one on one interaction. Leniency is given to parents of more than
one child.

Section 3: Library Space
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i.

The library will provide well-planned areas for children and teens that are
distinct from the adult area.

ii.

These areas should be visually stimulating so that children and teens are
able to readily distinguish their own space from the rest of the library.

iii.

These areas will have furniture, shelves and equipment that are designed for
and accessible to all children.

iv.

The library will ensure that signage is clear and age appropriate.

v.

The children’s and teens’ areas are interactive learning environments where
controlled noise levels are tolerated and where young users are invited to
explore the library materials and services in their own way.

Section 4: Staffing
1.

The board will support a program of ongoing staff training and professional
development in children’s and teens’ services.

2.

The CEO will ensure that all staff members assigned to children’s and teens’ services
receives appropriate training to provide knowledgeable library service.

3.

While library staff will assist young people with finding materials, using the Internet or
attending programs, they do not act in “loco parentis”. Parents/guardians are
responsible for their children’s use of the library.

Section 5: Advocacy for Children and Teens
1.

The library will advocate for children’s and teens’ services in the community by:
a)
b)
c)
d)
e)
f)

Collaborating with agencies to promote early literacy, love of reading, lifelong
learning and children’s and teens’ health and well-being
Seeking support for children’s and teens’ services from community
organizations, fundraising, donations, etc.
Networking with other agencies who provide service to children and teens in
the community, region and province
Communicating with principals, teacher librarians and teachers in the
community
Promoting the children’s and teens’ services and collections to groups who
could benefit from them (schools, daycares, etc.)
Welcoming class visits and orientation for school children and home
schooled children

Related Documents:
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Renfrew Public Library Collection Development Policy
Renfrew Public Library Internet Services Policy
Renfrew Public Library Unattended Children Policy
Renfrew Public Library Circulation Policy

TOP
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OP-11 Unattended Children
The Renfrew Public Library staff and board recognizes that children of all ages have a right to a
welcoming, respectful, supportive and safe environment when they visit the library.
However, the library is a busy public place and library staff cannot assume responsibility for
children left unattended within our public facility. The following policy establishes the conditions
needed to maintain the well-being of children and the responsibilities of their caregivers.

Section 1: Responsibilities of the Parent or Caregiver
1.

Responsibility for the welfare and the behaviour of children using the library
ultimately rests with the parent/guardian or an assigned caregiver.

2.

The library is governed by the terms in the Ontario Child and Family Services Act
(CFSA) with regards to supervision of children.
Specifically:
Section 79(3) “No person having charge of a child less than 16 years of age
shall leave the child without making provision for his or her supervision and
care that is reasonable in the circumstances.”
Section 79(4) “Where a person is charged with contravening Subsection (3) and the
child is less than 10 years of age, the onus of establishing that the person made
provision for the child’s supervision and care that was reasonable in the
circumstances rests with the person.”

3.

The library expects parents, caregivers and teachers to:
a)
b)
c)
d)

4.

not leave children requiring supervision unattended in or about library
premises
monitor the use of services and collections by children under their care
be responsible for borrowed materials and charges incurred by children
under their care
be responsible for the appropriate behaviour of children under their care

Children 9 years old and younger must be accompanied by an adult while in the
Library.
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5.

Children under the age of five (5) attending programs, may be supervised by the
library staff only during the scheduled time of the program; their caregivers must
always remain in the library building.

Section 2: Responsibility of Staff
1.

The library staff members will be guided by this policy in situations, where:
a)
b)
c)
d)
e)
f)

2.

an unattended child is found frightened or crying in the library
an unattended child is perceived to be endangering him/herself
another person in the library poses a perceived threat to the unattended child
an unattended child exhibits specific inappropriate behaviour
an unattended child in not met by a responsible caregiver at closing time

a child is consistently left on his or her own in the library for
long periods of time

Where a responsible adult cannot be contacted, library staff will:
a)
b)
c)
d)

not leave a child unattended at closing time
not give the child a ride home
contact local police or Children’s Aid Society (CAS)
remain with the child until the proper authorities can take the child into their
protection

Section 3: Duty to Report
1.

The CFSA recognizes that each of us has a responsibility for the welfare of children.
It clearly states that members of the public including professionals who work with
children, have an obligation to report promptly to CAS if they suspect that a child or
youth under the age of 16 is or may be in need of protection.

2.

The duty to report applies to any child who is, or appears to be, under the age of 16
years. It also applies to children subject to a child protection order who are 16 and
17 years old.

3.

When library staff members have reasonable grounds to suspect that a child is or
may be in need of protection, they will advise the Chief Executive Officer and
together they will promptly report the suspicion and the information upon which it is
based to the local CAS, as stated in the CFSA s.72 (1).

Related Documents
Ontario's Child and Family Services Act. R.S.O. 1990, CHAPTER C.11, s.72 (1).
TOP
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OP-12 Circulation and Collection Use
The Renfrew Public Library makes materials widely available to the community, in an equitable
manner, in order to maximize the use of the collections. The Renfrew Public Library Board
ensures fair conditions for library membership and borrowing privileges while protecting
resources in a responsible manner and in accordance with the Public Libraries Act. R.S.O.
1990, c. P44.
The Circulation and Collection Use Policy reflects the Library's mission and values. The Public
Libraries Act (R.S.O. 1990, c. P.44, section 23) permits the Library to impose fees and make
rules. Fees, loan periods and borrowing limits are all reviewed on a regular basis.

Section 1: Eligibility
1.

No fee will be charged for admission to the library.

2.

Some services including photocopying, faxing, scanning, use of Wi-Fi or public
computers, as well as borrowing of certain equipment do not require a Renfrew Public
Library card. Charges may be levied for some of these services. See Appendix 12,
schedule D.

3.

Any person, who lives, attends school, owns property, or runs a business in the
Town of Renfrew, or any person who lives on a First Nations reserve in Ontario, is
eligible to receive a library card with borrowing privileges without charge, upon
presentation of acceptable identification and is entitled to use the Library's services.
A Non-Resident is an individual who does not live, attend school or own property in
the Town of Renfrew, and does not live on a First Nations reserve in Ontario. Nonresidents may borrow materials and use the online services by paying a nonrefundable fee. Payment of the household fee entitles each member of the nonresident household to a library card. Non-resident privileges can be purchased for a
6-month or 12-month period.
Students who go to school in Renfrew, but who do not reside in the municipality
must present a student ID card or a letter from the school in order to obtain a card.
Teachers who are teaching in a Renfrew school may apply or a teacher’s card
which is valid from September 1 – June 30 and must be renewed at the beginning of
each school year. Teacher cards are only eligible to sign out items to be used in the
classroom; therefore, Museum Passes and equipment are not able to be signed out
using this card.
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4.

Membership will be granted to individuals who provide verification of address and
identification by showing a document bearing his/her/their name and current
address. See Schedule A for acceptable documentation.

5.

Membership will be granted to an individual who is unable to provide identification
verifying address; in this case borrowing is limited to two items on the initial visit and
the verification of address will be required for any subsequent loans.

6.

Children under the age of 13 must register for membership accompanied by a parent
or guardian who presents identification with name and address, and signs for
responsibility for damages or lost items.

7.

Only members of the library in good standing will be eligible to borrow library
materials; however, having overdue materials does NOT restrict patrons from using
other library services such as public computers and digital content.

8.

Materials may be borrowed by either presenting the membership card or valid
identification. See Appendix 12, schedule A.

9.

Personal information collected will be subject to the Renfrew Public Library Policy on
Confidentiality & the Protection of Privacy OP-01.

Section 1.1: Age Categories
A Youth/Child is an individual from birth up to and including age twelve (12).
A Tween is an individual from age thirteen 13, up to and including age fifteen 15.
A Teen is an individual from sixteen (16) years up to and including age seventeen (17).
An Adult – Any individual eighteen (18) years and over.

Section 2: Freedom of Information and Protection of Privacy
To obtain a library card, customers must disclose name and address information. Date of birth is
required for youth/children’s memberships. Certain additional personal information may be
supplied in whole or in part and is not a requirement for registration or re-registration.


A parent or guardian of a person up to sixteen (16) years of age may exercise the
right of access to the child's personal information in the customer or circulation
databases.



A library card number and personal password must be entered by individuals in
order to access their own personal circulation records through the public access
catalogue where available.
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In accordance with Section 32(g) of the Municipal Freedom of Information and
Protection of Privacy Act, the CEO has the authority to release personal information
to a law enforcement agency in Canada to aid an investigation undertaken with a
view to a law enforcement proceeding or from which a law enforcement proceeding
is likely to result. The information requested must be documented on the Disclosure
of Personal Information form.



In accordance with Section 32(I) of the Municipal Freedom of Information and
Protection of Privacy Act, the CEO has the authority to release personal information
in compassionate circumstances to facilitate contact with the next of kin or a friend of
an individual who is injured, ill or deceased.



The circulation records of Outreach patrons are retained with their permission.



Loan history remains on a patron’s record for a period of twelve (12) months after
which it is deleted. The exception is Outreach patrons whose history is retained for
36 months.



Borrowing activity information is retained in the customer database as long as the
circulation record indicates that an item remains on loan or fees remain unpaid,
subject to the purging schedule.



Backup files of customers' borrowing activity are temporarily retained for the purpose
of restoring data in cases of system failure and file corruption. These files are
subsequently destroyed on a scheduled basis

Section 3: Conditions of Membership and Card Use
1.

Membership is not transferable to other individuals. If a patron intentionally lends
their card to another, the owner of said card remains responsible for any charges
incurred.

2.

Lost or theft of a card must be reported immediately; members are responsible for
any materials borrowed on their cards until loss or theft is reported.

3.

An individual is entitled to only one library card. Lost or damaged cards can be
replaced for a fee.

4.

Patrons 13 and over, must sign their card upon registration unless unable to do so
because of a disability.

5.

The parent/guardian of a child (from birth up to and including age 12) must present
identification to register the child for a library card and sign the child's card.

6.

In signing the card, the signer accepts responsibility for the choice, use and return of
all materials borrowed and for charges on items that are lost or damaged. This
includes parents who sign for their child’s membership.
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7.

The card is the property of the Renfrew Public Library and must be returned upon
request.

8.

Change of address, name or phone number must be reported immediately.

9.

Membership for Town of Renfrew and Horton Township members is valid for 2
years. Non-members must renew annually. Renewal requires verification of the
member’s name, address, and telephone number. In order for non-residents to
renew their card, payment of outstanding monies owed to the library must be paid in
full.

10. If materials are deemed lost on a patron card, borrowing privileges are suspended
until the item(s) is returned or replacement charge(s) and processing fee(s) is paid.
11. Print items and AV collections are deemed lost if not returned within 30 days from
return date. Equipment and museum passes will be deemed lost if not returned
within 3 days following the due date.
12. A patron who is experiencing homelessness or who is precariously housed and
unable to provide a permanent address is eligible for a library card with limited
borrowing privileges. The individual may borrow two (2) items at a time, with some
exceptions, and have full access to library services including those available through
digital channels and must renew their card every three months.
13. Membership can be suspended for violating library policies.
14. Inactive patron records are purged after 24 months provided there are no outstanding
charges or lost items.

Section 4: Borrowing
Loans:
a)
b)
c)

A standard loan period of three weeks exists for materials borrowed, except those
materials for which special loan periods have been established. See Schedule B
Reference works, local history materials and newspapers are not available for loan
DVD/video games/materials that are classified 18A (Suitable for people 18 years of
age or older) or R (Restricted to 18 years or older) by the Canadian Home Video
Rating System can only be borrowed by patrons 18 and over. Proof of age may be
requested.

Renewals:
a)
b)

Library items may be renewed in person, online via My Account, or by telephone.
Items on reserve for other members cannot be renewed
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Holds/Reserves:
a)
b)
c)

Library items may be reserved in person, by telephone, or by catalogue access in
the library or remotely
When the item becomes available, the member will be notified and asked to pick-up
the item.
Items will be held for 4 days. Items requested and not picked up may be charged a
fee.

Returns:
a)
b)

Materials borrowed may be returned to the library at the circulation desk or in the
drop-box
Members are required to return materials on or before the due date

Interlibrary Loans
a)
b)

c)
d)

Interlibrary loan service is made available to registered patrons of the Renfrew
Public Library and to external libraries upon request.
The Renfrew Public Library does not charge customers for interlibrary loan services.
If a charge is levied by the lending institution, the library can opt to cancel the request
if not within the library’s budget.
A charge is imposed when an interlibrary loan request is filled for a customer but not
picked up.
Materials from other library systems are subject to loan conditions specified by the
lending library.

Section 5: Charges
Damaged/Lost Items:
a)
b)

c)
d)
e)
f)

The library will charge replacement costs for items which are overdue by 30 days or
for items which are damaged.
The replacement cost will be assessed by the library and will include the purchase
cost and the $3.00 processing cost of the item. It may not be possible to replace a
specific item with an identical one.
Charges will be levied based on the cost indicated in the catalogue record. If no cost
is indicated, price will be taken based on current replacement value.
Replacement of an item will be left to the discretion of the Chief Executive Officer or
her designate, in keeping with the library’s selection policy
Lost interlibrary loan materials will be subject to the charges imposed by the lending
institution.
Renfrew Public Library is not responsible for damage to any equipment or software
incurred during the playback of any material, e.g., DVDs, compact discs, video
games.
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Suspensions
A patron’s borrowing privileges will be suspended when he/she/they:

have items deemed lost on their card

has been issued a No Trespass order for library property

Related Documents:
Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. F.31
Public Libraries Act, R.S.O. 1990
Renfrew Public Library. - Confidentiality & the Protection of Privacy
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OP-13 The Library and Political Elections
The library must act and appear to act in a non-partisan way at all times, especially during elections,
while supporting the democratic process, freedom of expression and informed discussion on political
issues. This policy applies to municipal, provincial, and federal elections.

Responsibility and Application
This policy applies to Board members, employees and volunteers of the library in their dealings with
candidates and political parties and the use of library resources during the campaign periods for
municipal, provincial and federal elections.
It is the responsibility of the Library CEO to ensure that the library complies with legislation related to
elections at all levels – municipal, provincial, and federal.

Use of Library Resources and Property
1. It is the responsibility of the library to ensure that no candidates, registered third-party advertiser or
political party is provided unfair advantage in the use of library resources at any time.
2. For municipal elections, by May 1st in the election year, the library will establish the rules and
procedures with respect to use of library resources during the period leading up to the municipal
election. This requirement is found in the Municipal Elections Act 1996, Clause 88.18 Use of
municipal, board resources which states:
“Before May 1 in the year of a regular election, municipalities and local boards shall establish rules and
procedures with respect to the use of municipal or board resources, as the case may be, during the
election campaign period.”
3. Rules for use of library resources and property are as follows:
a) All candidates and political parties have equal access to publicly available resources and
services of the library.
b) Meeting rooms may be rented in accordance with the Renfrew Public Library Meeting Rooms
Policy.
c) Candidates cannot use equipment, supplies, staff, or other operational resources of the library
nor may they use the library’s logo in any campaign material.
d) ‘All-candidates’ meetings can be held at the library, either as a library program or sponsored
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by another group, provided that all candidates are invited to attend such meetings. A
candidate cannot be featured or promoted in association with any other regular library program
or event.
e) Candidates and political parties are permitted to distribute campaign materials on public rightsof-way at the library, unless prohibited by a municipal by-law. They cannot distribute such
materials on Library property or in Library Facilities or through the Library’s outreach services.
f) In accordance with the Canada Elections Act section 81.1(1) federal election candidates or
their representatives are allowed to campaign in facilities that are available for free to the
public. During municipal and provincial elections candidates will be granted the same right to
campaign in the library.
g) In accordance with the Renfrew Public Library Community Information Policy, during an
election the library will provide an area where candidates may make available up to 25 copies
of their campaign brochure; will promote awareness of the election; and provide general
information on elections. All candidates must be made aware and given the opportunity and to
provide brochures or information pamphlets.
h) No election signs or posters specific to a candidate or political party can be posted on the
grounds of the library or in the library building.
i) Informal Media Scrums are permitted in public or common areas at Library Facilities provided
that no apparatus, mechanism or device for the amplification of the human voice or any sound
is used and that the activity is not disruptive to regular Library activities in the vicinity. If the
Media Scrum is deemed to be potentially disruptive, Employees may ask the participants to
find an alternative location.
j) Promoting awareness of, or providing general information on Elections is acceptable, such as
teaching members of the public how to become a Candidate or how to register and vote, as
long as no one particular Candidate, Political Party, Registrant or Supporter of a Question on a
Ballot during an Election is promoted or endorsed at the event. Promoting awareness may
include activities or events sponsored or not sponsored by the Library, in which all Candidates
are invited to attend.
k) A Candidate, Political Party, Registrant or Supporter of a Question on a Ballot during an
Election is permitted to attend Library Events, or events held at Library Facilities, in either their
capacity as an elected representative or as a private citizen to Glad-hand with attendees and
visitors, but may not solicit votes for themselves, a Political Party, Registrant or a Supporter of
a Question on a Ballot, unless permitted by the Canada Elections Act.
l) Elected Officials are permitted to attend Library Events or events held on Library property and
act as ceremonial participants in their capacity as Elected Officials, including speaking at the
event and partaking in ceremonial activities. Once the writ is issued for provincial or federal
Elections, MPPs and MPs are no longer Elected Officials and therefore shall not be invited to
attend Library Events as such.
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Campaign Contributions
The library will comply with legislation on campaign contributions at all levels.
1. Municipal Elections
The Board may not contribute to the campaign of any candidate or political party in the form of
money, goods or services. This is in accordance with the Municipal Elections Act, Section 88.8 which
reads:
“Contributions to Candidates 88.8 (1): A contribution shall not be made to or accepted by a person or
an individual acting under the person’s direction unless the person is a candidate. 2016, c. 15, s. 51.
Only during election campaign
(2) A contribution shall not be made to or accepted by a candidate or an individual acting
under the candidate’s direction outside the candidate’s election campaign period described
in section 88.24. 2016, c. 15, s. 51.
Who may contribute
(3) Only the following persons may make contributions:
1. An individual who is normally resident in Ontario.
2. Subject to subsection (5), the candidate and his or her spouse. 2016, c.15, s.51.
Who cannot contribute
(4) For greater certainty, and without limiting the generality of subsection (3), the following
persons and entities shall not make a contribution:
1. A federal political party registered under the Canada Elections Act (Canada) or any
federal constituency association or registered candidate at a federal election
endorsed by that party.
2. A provincial political party, constituency association, registered candidate or
leadership contestant registered under the Election Finances Act.
3. A corporation that carries on business in Ontario.
4. A trade union that holds bargaining rights for employees in Ontario.
5. The Crown in right of Canada or Ontario, a municipality or a local board. 2016, c. 15,
s. 51.”
2. Provincial Elections
The Board may not contribute to the campaign of any candidate of a provincial election, constituency
association, nomination contestant, candidates, and leadership contestant of provincial political
parties in the form of money, goods or services in accordance with the Ontario Elections Finances
Act, Section 16(1) which reads:
“16 (1) Contributions to parties, constituency associations, nomination contestants, candidates and
leadership contestants registered under this Act may be made only by persons individually. 2016, c.
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22, s. 10 (1).”
3. Federal Elections
The Board may not contribute to the campaign of any candidate of a federal election, a registered
party, a registered association, nomination contestant, and leadership contestant of federal political
parties in the form of money, goods or services in accordance with the Canada Elections Act,
Section 363(1) which reads:
“363 (1) No person or entity other than an individual who is a Canadian citizen or is a permanent
resident as defined in subsection 2(1) of the Immigration and Refugee Protection Act shall make a
contribution to a registered party, a registered association, a nomination contestant, a candidate or a
leadership contestant.”

Employee, Volunteer and Board Member Participation in Election Campaigns
1. A library employee or volunteer involved in a political campaign must be politically neutral in carrying
out their library duties and must not participate in campaign activities during their working hours.
2. With respect to a municipal election, any library employee running as a candidate in the municipal
election will comply with the entirety of Section 30 of the Municipal Elections Act which reads, in part:
“30 (1) An employee of a municipality or local board is eligible to be a candidate for and to be elected
as a member of the council or local board that is the employer if he or she takes an unpaid leave of
absence beginning as of the day the employee is nominated and ending on voting day. 1996, c. 32,
Sched., s. 30 (1); 2002, c. 17, Sched. D, s. 9 (1).”
3. Board members may continue their library board responsibilities when they are running for office.

Requests for information about the library
1. The CEO will coordinate requests for information about the library received from candidates or
political parties.
2. Information that is provided by the library to one candidate or political party will be provided to all
other candidates and political parties upon request during an election. either through posting of the
information on the Library’s website or through other mechanisms. The provision of information to a
Candidate, Political Party, Registrant or a Supporter of a Question on a Ballot during an Election will
be coordinated through the Library CEO.
3. Any candidate or political party may request a meeting with the CEO or tour of the library.

Related Documents
Renfrew Public Library Meeting Room Policy
TOP
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OP-14 Purchasing and Tendering
The following Policy is based on the Town of Renfrew’s purchasing and tendering policy. An
attempt is made in the Policy to differentiate between “operational”, “capital” and “professional
service”.

Section 1: Operational
Items to be considered in this area are those expenditures for goods or services which are
incurred in the normal day to day operation of the Library, do not increase the anticipated useful
life beyond the current year and do not form part of a capital project.
Guidelines:
a)

Up to $10,000: The Chief Librarian will exercise his/her discretion and
experience in selecting the supplier.

b)

Over $10,000: The Board will advertise and invite firms interested in
supplying goods or services to register. A supplier’s list will be established
and this list used as a source to seek quotations. The Chief Librarian will
have authority to award to the lowest quotation. Any variation from the
lowest quotation will require Board approval.

NOTE:

The Library will co-operate with other departments of the Town for bulk
buying where it is financially advantageous.

Section 2: Capital
Guidelines:
a)

Up to $30,000: The Board will advertise subsequent to Council Approval of
the current year’s budget indicating that the Library plans to purchase
various capital items. A suppliers list will be established and this list used as
a source to seek quotations. The Chief Librarian will have authority to award
to the lowest quotation. Any variation from the lowest quotation will require
Board approval.

b)

Over $30,000: By public tender placed in the media deemed
appropriate and the award will be subject to Board approval. Tender
specifications will be subject to Board approval prior to the tender call for all
areas within the construction or building fields and when the tender call
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proposes to contract a public service.

Section 3: Professional Services
Professional service is defined as the engagement of a Firm from a professional discipline on a
contract or non-contract basis. (i.e. management consultants, engineers, etc.).
Guidelines:
a)

$0 to $10,000: As determined from a list of professionals based on
the discipline required. This list is to be developed from Firms known to the
Library and/or determined by public advertisement. The Chief Librarian will
have authority to award to lowest proposal. Any variation from the lowest
proposal will require Board approval.

b)

Over $10,000: The Board will award to the professional Firm based on
proposals received and the recommendation of the Chief Librarian. A formal
contract must be executed with the Firm involved.

The foregoing policy is subject to the following:
1.

Constraints of the current fiscal budget.

2.

Invitational tenders/quotations/proposals as opposed to public
tenders/quotations/proposals where deemed appropriate by the Board.

3.

Advertisements will be placed in the local weekly newspapers along with the
normal daily valley newspaper as deemed necessary by the Chief Librarian.

4.

Any goods or services deemed appropriate in case of emergency will Be
proceeded with and Board approval will be sought after the fact.

5.

When available, a minimum of three quotations are required in all instances
where quotations are requested.

6.

All quotations, proposals, and tenders will be received by the Chief Librarian
and opened at the time specified in the presence of the Chair of the Library
Board or other designated Board Members.

7.

This policy shall be reviewed every five years and revised as required
TOP
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OP-15 Proctoring
To provide exam proctoring to students as required, while acknowledging that this is outside
common job responsibilities and requires staff time.

Regulations
1.

Examination proctoring is subject to the availability of authorized staff and resources.

2.

Effective January 2, 2016 a fee for the service will be charged at $20 per exam. The
library will accept no out-of-pocket expenses. Any costs for proctoring, copying, postage
etc. are the responsibility of either the exam writer or the issuing institution and must be
paid prior to the exam being released.

3.

Library premises may be used for the writings of the examinations provided the
conditions set by the issuing institution or agency can be met without undue disruption
to the library’s normal functions, and within normal working hours of the authorized
proctor.

4.

All exam-writing conditions must be received from the issuing institution prior to the
scheduled exam date and be assessed for suitability of proctoring by the Library, before
any exams are taken. The Library will not proctor if conditions cannot be met.

5.

Information provided by the student is collected under the authority of the Municipal
Freedom of Information and Protection of Privacy Act R.S.O 2002 Chapter M.56.

Procedures
1.

All exams must be sent to the Renfrew Public Library.

2.

Students must contact the Library to arrange a time to complete their exam. A minimum
of one week’s advance notice is required.
Students taking the exams are responsible for ensuring that all examination
requirements have been met and that all exams have been received by the library prior
to taking the exam.

3.

4. Students must show picture identification before receiving the exam.
5.

Exams requiring the use of computers shall be written on public computers. Computers
must be reserved in advance.
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6.

Re-scheduling of appointments is subject to the approval of the CEO.

7.

Exams received by the library, but not completed by the student within 30 days will be
returned to the issuing institution.
TOP
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Next Review/Revision: 2024

OP-16 Art Displays and Exhibits
The Renfrew Public Library invites Artists/Exhibitors to showcase their work in the library. The
following establishes guidelines and conditions for displaying/exhibiting works.

Selection Criteria
The Library supports the display of art which:
 encourages the local artistic community by providing a space to display their creative
works
 encourages creativity and exploration in the visual arts in youth by providing a venue
to display their works
 is appropriate to the Library environment for all ages
 complies with federal or provincial laws and regulations, or municipal by-laws
 fosters the diverse interests of the community
 is compatible with RPL’s mission, vision and strategic directions
 does not contain advertisements or solicitations for recruitment, business, or
fundraising
Applications are reviewed by Library staff using the following criteria:








availability and suitability of space;
community interests and needs
historical significance or representation of emerging trends;
quality of implementation;
relation to past/future library exhibits or programs; and
special consideration is given to local artists and artisans
suitability of physical form

Application Procedures
Renfrew Public Library welcomes applications from individuals and organizations seeking
to display artwork.
Applications are reviewed by library staff. No installation will be made until a signed RPL Art
Exhibit/Display Application and Agreement form is received and reviewed by library staff. The
application form is available via the Library’s website or in the library.
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No charges will be levied for exhibition space.
The Library retains the right to determine the suitability of any proposed exhibit for display and
reserves the right to reject any part of an exhibit.
Artists displaying their work cannot have exclusive use of the space and charges may not be
made for viewing exhibits without express permission of the Board.
Renfrew Public Library will not act as agents for exhibitors, but may display price lists and
information for prospective purchases. It is expected that all items submitted will remain on
display for the agreed time, even if sold.
The individual or organization agrees to indemnify and hold harmless, the Renfrew Public
Library, its employees, the Board and the Town of Renfrew from liability in case of theft,
vandalism, or any other loss or damage to the exhibited materials. The individual or organization may
be held liable for repairs to the Library that are a direct result of damages caused by a display or by
installation or removal. The Library cannot provide storage for the property of individuals or
organizations displaying in the Library.

Guidelines for Artist/Exhibitor:
No installation will be made until a signed Art Exhibit/Display Application and Agreement is
signed, received and approved by designated library staff. Any applications made by a minor must be
signed by the legal guardian. The Agreement confirms the following terms and conditions:
1.

The Artist/Exhibitor agrees that the dates of the exhibit will be determined by the Renfrew
Public Library.

2.

The Artist/Exhibitor is responsible for delivering the art work to the library at a predetermined
time.
All wall hanging works must arrive ready for installation. Artists are required to use the
Library's in-house hanging system or any available open shelves or spaces indicated by
the designated staff person.

3.

4.

The Artist/Exhibitor will install and remove art work/exhibits themselves under the supervision
of a Renfrew Public Library staff member. The installation, exhibition and removal of art work
or exhibits is the sole responsibility of the Artist under the supervision of a Renfrew Public
Library staff member, or unless other arrangements were agreed upon and signed off on by all
parties involved prior to installation.

5.

Displays will typically be 6-8 weeks, but timings may vary due to demand. If works are not
picked up by the artist within 3 days of the agreed upon end date, a $5/day storage fee per
piece will be charged to the artist. The library holds no responsibility for artwork left in the
library over 60 days and may deal with it as deemed fit unless a prior agreement has been
reached and all parties have signed an addendum to the Agreement.

6.

The Artist/Exhibitor will not cause damage to Renfrew Public Library property by installation or

134

Renfrew Public Library Policy Manual

removal of art work or exhibit.
7.

The Artist/Exhibitor is responsible for insuring their work or exhibit as it is installed and
displayed and understands that the Renfrew Public Library will NOT insure any artwork or
exhibits displayed.

8.

The Artist/Exhibitor agrees that the Renfrew Public Library may be required to move
any artwork or exhibit from its original location; as well, Renfrew Public Library may require the
Artist/Exhibitor to remove any art work or exhibit from the Library at any time.

9.

The Artist/Exhibitor agrees that the Library has the right to photograph the Artist, their work
and exhibit for publication, promotion and documentation; this includes the Library website,
media and social media outlets.

10. The Artist/Exhibitor will provide a completed Art Exhibit/Display Information Sheet prior to the
time of installation. If specific signs/labels are required, they will be provided by the
Artist/Exhibitor. Each display or exhibit shall also include contact information for the general
public.

Related Documents
Appendix 17
TOP
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OP-17 Outreach Services
The Renfrew Public Library offers outreach programs to contribute to the informational, cultural,
learning and leisure needs of the community. Outreach activities include a Readers Delivery
Service, Talking Book Service, and Outreach Visits.
The Reader Delivery Service is a volunteer-run service and is available to the residents of
Renfrew who, because of physical restrictions are or a lack of transportation, are unable to visit
the library. Requests for this service should be approved by the Chief Librarian, or designate, in
cooperation with the delivery volunteers. Reader Delivery Service is contingent of the
availability of volunteers.
The Talking Book Service is provided to residents who, due to physical restriction, are unable
to use library print materials. Applications for Talking Book Service should be forwarded to the
Chief Librarian, or designate. Application must include certification if the physical restriction
from a qualified medical officer or the CNIB (Canadian Institute for the Blind). Applications are
available at the library.
Library staff will conduct outreach visits to schools, day care centers, senior centers and other
appropriate community agencies. Such visits must be booked through the Outreach
Coordinator. Scheduling is subject to staff availability.
TOP

136

Renfrew Public Library Policy Manual

Policy Type: Operational

Policy Approval Date: 06/2009

Policy Edits/Reviews:

OP-18 Code of Conduct
The Renfrew Public Library is committed to ensuring the safety of service users and staff in its
programs, facilities, properties and services, and fostering an environment where there is
mutual respect and responsibility taken for actions. The Library will exercise zero tolerance to
any form of violence, vandalism or inappropriate behaviour.
This policy & procedure outlines the measures and enforcement steps to be taken by staff and
users in order to address inappropriate behaviour or violence in Library programs and on or in
Library property.
By doing this, The Renfrew Public Library is promoting a positive, safe, enjoyable and
supportive environment for all users and staff in Library programs and facilities, and to increase
the level of understanding and awareness of this procedure.

SCOPE
Inappropriate behaviour and violence for the purpose of this policy includes, but is not limited to,
the following behaviours:
a)

Loud verbal assaults directed at the public or Library staff deemed to be
aggressive or intimidating or having the potential of inciting violence;
b) Threats and/or attempts to intimidate;
c) Throwing of articles in a deliberate or aggressive manner;
d) Aggressive approaches to another individual (physical/verbal assault);
e) Physical striking of another individual;
f)
Attempts to incite violence in others;
g) Theft of property;
h) Possession of weapons;
i)
Vandalism to building or property;
j)
Refusal to follow the rules outlined by the Library;
k) Racial or ethnic slurs;
l)
Use of illegal drugs and alcohol in non-licensed premises;
m) Harassment (“engaging in a course of vexatious comment or conduct that is
known or ought reasonably to be known to be unwelcome” as defined by the
Ontario Human Rights Code);
n) Contravention of Library policies, procedures and rules including the Rules of
Conduct (Appendix B).

PROCEDURES
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A. Education
1.
2.

The Library will promote this Policy to the public to create a positive
atmosphere;
In addition, any necessary and required ongoing training and education will
be provided to staff to support its implementation of this procedure.

B. Duty to Report
3.

4.

5.

6.

The Library’s primary concern is the safety of staff and users. If at any time
users or staff feel personally threatened, they are to call the Police
immediately. It is NOT the expectation that staff or users put themselves at
risk or jeopardize one’s safety in dealing with any perceived or real situation;
Library staff is to immediately report acts of violence, vandalism or
inappropriate behaviours to the CEO, senior staff member, or designate in
charge of the library;
Users of library facilities are to report acts of violence, vandalism or
inappropriate behaviours to a Library staff member and/or a designated
person in charge of the library immediately or within 24 hours;
All incidents of violence and or vandalism or threatening situations must be
reported by Library staff or the public to the Police with Incident Reports
filed.

C. Enforcement Options/Steps
1.

The Library will take appropriate actions when incidents pertaining to this
procedure occur in Library facilities or programs. Library staff is authorized to
act if inappropriate behavior or violence are observed or reported in the
following instances:
a)
b)
c)

Observation (or potential) of any physical violence or vandalism;
Observation of verbal abuse or (potential) threat;
The request by a member of the public who are threatened,
intimidated, assaulted or persistently disrupted.

2. Upon witnessing or suspecting physical violence;
*Contact the police immediately by dialing 911 and follow (b) to (h) below.
Upon witnessing verbal abuse or activity OR Upon reported actions of physical
violence by the public:
d)

Assess the situation to determine if and what action should be
taken;
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e)
f)

g)
h)
i)

j)
k)

Without jeopardizing one’s safety, advise the identified party to
stop the activity immediately or they will be asked to leave;
If party does not co-operate, contact the police, inform identified
party they are now trespassing (as Police have already been
called);
If individual refuses to leave, do not engage in argument or
physical confrontation but wait for Police to arrive;
Advise CEO and/or other staff in the building immediately;
All staff shall cooperate and support Ontario Provincial Police
during any investigation and prosecution process resulting from
any charges laid.
Prepare Incident Report;
Incident to be reviewed by staff

D. Consequences of Non- Compliance
1.

Individuals who engage in any unacceptable behaviour, as defined in this
procedure may, depending on the severity, receive one warning or be barred
immediately from the premises and if necessary, a suspension for a period of
time. The suspension may apply to all programs, facilities, properties and
services if warranted. Length of suspension will be determined by the Chief
Librarian and will depend on the severity of the situation;

2.

Most incidents that result in a suspension or barring from programs, facilities,
properties and services will be followed up by a written Trespass to Property
notice (see Appendix 18).

3.

All library staff will be notified of individuals who are barred or individuals who
received a letter of trespass.

4.

Incidents may be reported to the Ontario Provincial Police, and charges may
follow.

5.

In addition to any other measures taken, where vandalism or theft has been
perpetrated, the individual(s) responsible will be required to reimburse the
Library for all costs associated with any repairs as well as any lost revenues
or where appropriate be asked to repair the damage.

E. Appeal Process
6.

Individual(s) wishing to appeal any disciplinary measure may present their
case to the Chief Librarian in writing within 14 days of the decision. The
written appeal must be mailed to the Renfrew Public Library, Attention Chief
Librarian, 13 Railway Ave., Renfrew, ON K7V 3A9
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7.

The Chief Librarian, in consultation with the appropriate staff or with the
Library Board, will review the appeal and any decision made is final.

RESPONSIBILITIES
1.

Library Staff are the key personnel responsible for the implementation of this
procedure;

2.

Users of the Library, its programs, properties or services are responsible for
behaving and acting in a manner that respects the rights of others in order for the
services to be used and enjoyed by all. The Library’s Rules of Conduct (Appendix
19) further details the expectations for behaviour for library users.

Revised from existing policies of the Burlington Public Library and Niagara Falls Public Library

Related Documents
Appendix 18: Trespass to Property Notice Appendix 19: Customer Code of
Conduct
TOP
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OP-19 Video Surveillance
This policy exists to deter public endangerment, vandalism, theft and mischief in unsupervised
areas and to identify, for law enforcement purposes, those individuals involved in such activity
while adhering to the Protection of Privacy Act and the Freedom of Information Act.

Policy Statement
The purpose of this Video Surveillance Policy is to establish guidelines and procedures for
using video surveillance cameras on the premises of the Renfrew Public Library.
The video surveillance cameras will complement other measures to ensure a safe and secure
environment. The video cameras will be positioned to record only those identified areas.

Rationale
Video surveillance cameras have been installed in vulnerable areas of the library: fiction shelving
area, periodical area and reading room, the main floor ramp and computer area, the Raglan
Street entrance and the Children’s Department.
Installation was done to prevent the theft of materials and to ensure the safety of staff and
patrons. These areas cannot be monitored by staff at all times and in the case of the children’s
department, the camera will mitigate the risks of not having multiple staff members on duty at
all times.

Signage in Areas under Surveillance
The public will be notified, using clearly worded signs prominently displayed at the perimeter of
the video surveillance areas and throughout the library, so that library visitors have reasonable
and adequate warning that surveillance is in operation before entering any area under video
surveillance.
Numerous signs posted on each floor read:
Areas of this building are under video surveillance. Images may be collected that allow an
individual to be identified. Personal identifying information recorded by video surveillance
equipment is gathered under the authority of the Public Libraries Act and in accordance
with the provisions of the Municipal Freedom of Information and Protection of Privacy Act.
The use of video surveillance is solely for the purposes of preventing theft, ensuring the
safety of patrons and staff, and facilitating the identification of individuals, who behave in
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a disruptive manner, cause damage to library property or are otherwise in contravention
of the Library's Rules of Conduct. Any questions about the collection of this information
should be addressed to the Chief Executive Officer/Chief Librarian.

Use of Video Surveillance Equipment
Reception and monitoring equipment is located in the secure and locked Chief Librarian’s
Office; access is limited to only members authorized by the Chief Executive Officer/Chief
Librarian or designate. The video surveillance equipment will be dedicated to that use only and
under no circumstances will be used for any other purpose.
The Chief Executive Officer/Chief Librarian and her designate have access to the video
surveillance equipment. Video surveillance will be in effect 24 hours per day. Access will be
given by authorized staff (see above), to any agency or individual, e.g. police, retained by the
Library to use the information gathered for investigative purposes in order to perform duties
related to their job.

Use of Records
Recorded data is stored in the secure & locked Office.
Access to the recorded data is limited to the people listed above who need the information in
the performance of their duties. Logs will be kept of all instances of access to, and use of,
recorded data to enable a proper audit trail.
The information recorded on the equipment will only be used under the following circumstances:






For police reportable events e.g. break-ins, theft, vandalism, or serious public safety
threats.
for administrative actions e.g. viewing incidents that may lead to banning individuals
from the building due to cases of public endangerment, vandalism, theft, or violation
of the Library’s Code of Conduct.
Records will be viewed only to investigate a pre-defined occurrence.
Records will be reviewed first by 2 members of Library staff as authorized above to
determine if the incident is Administrative or Police reportable. If the incident is
determined to be Police reportable, appropriate action will be taken. The information
viewed will remain the property of the Renfrew Public Library, will be treated as
confidential and stored as noted above.

Normal retention period for records is 4 weeks followed by destruction by recording over unless
required for evidence. Records required for evidence shall be saved to a secure file, memory stick
and/or CD and stored in a secure environment. Such records will be destroyed when no longer
required for evidence.
The Chief Librarian/Chief Executive Officer will be responsible for the Library’s privacy
obligations under the Protection of Privacy Act and the Freedom of Information Act.
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Breach of Privacy
Once a privacy breach has occurred (loss, theft, or inadvertent disclosure of personal
information) immediate action must be taken to control the situation:







Identify the scope of the breach and take steps to contain the damage, (e.g. retrieve
copies of recorded information, determine if unauthorized access to an electronic
system has occurred, etc.).
Ensure that the Chief Librarian/Chief Executive Officer and appropriate staff are
notified immediately of the breach.
Inform the IPC (Information and Privacy Commissioner).
If applicable, notify individuals whose personal information has been disclosed.
Conduct an internal investigation into the matter, report on the findings and quickly
implement any recommendation. The objectives of this investigation should include:
A review of the circumstances surrounding the event as well as the adequacy

of existing policies and procedures in protecting personal information.


Try to resolve a complainant’s concerns informally at the onset of the complaint.

Training
All Library staff will be made aware of their obligations under the Protection of Privacy Act and
training will be conducted accordingly.

Compliance
Failure by staff to comply with this policy may result in disciplinary action up to and including
termination of employment.

TOP
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Mobile Wi-Fi Hotspots & Chromebooks Policy
Background
Increasingly, information can only be found online, with students, seniors, job seekers, and
small business owners relying on access. The public computers and free Wi-Fi already available
in our library continue to see increased use every year.
In light of this demand, Renfrew Public Library was fortunate to receive a grant through
Canadian Internet Registration Authority’s (CIRA) Community Investment Program in support of
a mobile Internet program for library members. This grant included funds to purchase 10 Mobile
Wi-Fi Hotspots, 10 Chromebooks, and wireless internet access for the hotspots for 2 years.

Terms of Use and Conditions for Hotspots
Eligibility: Borrowers must be 18 years of age or older with a valid library card. Hotspots are
available to members over 18 years of age with a valid library card in good standing. Minors are
encouraged to take advantage of the program, but a parent or guardian is required to check out
the device.
Usage Fee: There are no usage fees and data is unlimited. The connection is 3G or 4G/LTE
depending on what is available in your area.
Care of Device: Mobile Hotspots should be kept at room temperature, and should not be left
outside or in vehicles.
Privacy: Renfrew Public Library does not monitor or store any data related to users’ Internet
activity.
Loan Period: Mobile Hotspots may be checked out for 10 days. No renewals are allowed on
hotspots.
Holds: Reserves may be placed if there are no hotspots available – hotspots may not be
reserved for an advanced date. Hotspots must be picked up within 1 day (24 hours) of
notification of availability at the Library’s Adult Circulation desk unless other accommodations
are approved.
If Overdue: The Mobile Hotspot will be deactivated if not returned within 24 hrs of due date. If
returned late, the patron must wait the normal week, plus the number of days it was overdue,
prior to being eligible to place a reserve for another unit.
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Card owners will be charged the full amount of the device if it is not returned within 3 days from
scheduled return date. If a bill is issued and then the item is returned, an automatic 30-day
suspension will apply from the date of return.
Replacement Cost: If the Hotspot and/or accessories is lost or damaged, replacement cost will
be $300.
Returning a Hotspot: Hotspots must be returned to RPL’s Adult Circulation Desk during open
hours. A replacement/repair fee will be charged for devices returned through the library book
drop.
Staff will perform a quick visual inspection at check-in, but the borrower will remain responsible
for the device until a more thorough inspection is completed (within 24 hours, prior to being
loaned to another patron). If an issue is discovered, the borrower will be contacted and may be
charged a repair/replacement fee. Users are responsible for any loss or damages that happen
during their lending period.
Service Coverage: Service is available within Canada, on Bell Canada’s cellular network.

Terms of Use and Conditions for Chromebooks
Eligibility: Borrowers must be 18 years of age or older with a valid library card. Chromebooks
are available to members over 18 years of age with a valid library card in good standing. Minors
are encouraged to take advantage of the program, but a parent or guardian is required to check
out the device.
Usage Fee: There are no fees for borrowing a Chromebook
Care of Device: Chromebooks should be kept at room temperature, and should not be left
outside or in vehicles.
Privacy: Renfrew Public Library does not monitor or store any data related to users’ Internet
activity.
Loan Period: Chromebooks may be checked out for 10 days. No renewals are allowed on
Chromebooks.
Holds: Reserves may be placed if there are no Chromebooks available – however they may not
be reserved for an advanced date. Chromebooks must be picked up within 1 day (24 hours) of
notification of availability at the Library’s Adult Circulation desk unless other accommodations
are approved.
If Overdue: The Chromebook will be deactivated if the device is not returned within 24 hours of
the scheduled due date. Card owners will be charged the full amount of the device if it is not
returned within 3 days from scheduled return date.
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Replacement Cost: If the Chromebook and/or accessories is lost or damaged, replacement
cost will be $400.
Returning a Chromebook: Chromebooks must be returned to RPL’s Adult Circulation Desk
during open hours. A replacement/repair fee will be charged for devices returned through the
library book drop.
Staff will perform a quick visual inspection at check-in, but the borrower will remain responsible
for the device until a more thorough inspection is completed (within 24 hours, prior to being
loaned to another patron). If an issue is discovered, the borrower will be contacted and may be
charged a repair/replacement fee. Users are responsible for any loss or damages that happen
during their lending period.

Use of the Chromebooks is subject to the Renfrew Public Library’s Public
Network (Internet) Access Policy and Appendices 9 & 10.
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6
Volunteers
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Policy Type: Volunteers
Approval Date: 2014
Last Review/Revision: 2022
Next Review/Revision: 2024

VOL-1 Volunteer Program
RPL’s volunteer program exists to create opportunities for community members to actively contribute to
the library’s vision of excellence in library service. The library welcomes volunteers to participate in the
operation of the library while performing a valuable service to the community, becoming more familiar
with library services and resources, and supplementing the efforts of paid staff. This policy provides
guidance and direction for staff, management and volunteers.
The Renfrew Public Library is committed to diversity and inclusion in all areas of work. We are
committed to developing and maintaining a volunteer program in which differing ideas, abilities,
backgrounds and needs are respected and fostered and where individuals with diverse backgrounds
and experience are able to both participate in, and contribute to, the organization.
This policy applies to all volunteers in all programs, including activities taking place outside the library.

Responsibility for the Program
1. The Chief Executive Officer oversees and coordinates the Volunteer Program by:
a)
b)
c)
d)
e)
f)

planning for effective volunteer utilization
assisting staff in identifying productive and meaningful volunteer assignments
setting up procedures for recruiting suitable volunteers
training staff to supervise volunteers effectively
managing corrective action of volunteers
directing staff in the tracking of statistical data and evaluating the contribution of volunteers to
the library
g) recognizing volunteers for their contributions
2. A system of records is maintained on each volunteer. Volunteer records shall be accorded the same
confidentiality as paid staff personnel records. All personal information is collected for internal
purposes only and collected under the authority of the Public Libraries Act, R.S.O. 1990, c. P.44
3. The library will ensure that liability insurance covers volunteers.

Eligibility for Volunteering
1. A volunteer is a person who performs tasks for the Renfrew Public Library without compensation or
expectation of compensation (beyond reimbursement for pre-approved specified expenses), and
who perform tasks at the direction of, or on behalf of, the library. The exception are members of the
Renfrew Public Library Board of Trustees and its committees.
2. Must be 14 years of age or older. For positions that require handling of money or supervision of
children, volunteers must be at least 16 years of age.
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3. As space/opportunities allow, the library also accepts community members as volunteers who are
participating in student projects, completing volunteer hours for school, and other volunteer referral
programs.
4. The service of paid staff members as volunteers is accepted provided the volunteer service is:
a) initiated by the staff member
b) provided voluntarily
c) involves work that is outside the normal scope of duties and working hours for the staff member
5. Family members of paid staff can volunteer as long as they are not placed under the direct supervision
of their family member who is an employee.

Task Assignment
1. Opportunities for volunteers may be proposed by the Library Board, CEO, or staff to the staff member
responsible for the Volunteer Program.
2. Written/emailed requests must include a description of the volunteer assignment, duration of
assignment and proposed start date, as well as any necessary skills or qualifications required.
3. Proposed descriptions are developed in consultation with CEO and the staff member responsible for
the recruitment of volunteers.
4. Volunteers will not perform any task or duty for which a license or certification is required if the
volunteer does not possess such license or certification.
5. Volunteer task may include, but are not limited to:
a)
b)
c)
d)
e)
f)
g)

shelf reading
delivery of materials to homebound patrons
working at the library’s book sale
special projects
care of library plants or gardens
preparation for children’s programs
running a program

Recruitment
1. Volunteers are recruited on a proactive basis with the intent of broadening and expanding community
involvement in the library.
2. Applications to volunteer are also given careful consideration and an effort made to match the
volunteer’s abilities to the available opportunities. In the event that a match is not possible, the
application will be kept on file for 12 months should other opportunities arise.
3. Volunteers are interviewed to ascertain their suitability for, and interest in, the assignment prior to
being accepted. The interview determines the qualifications of the volunteer and their commitment to
fulfill the assignment. The interview should also answer any question the volunteer has about the
library and the assignment.
4. A reference check may be requested if appropriate for the volunteer assignment.
5. Volunteers, if over 18 years of age, will require a police records check. The cost will be paid by the
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library. Volunteers who do not agree to a background check may be refused placement.
6. No volunteer will begin their assignment until they have been officially accepted for that position and
have completed all necessary screening as determined by the Volunteer Program Manager. At the
time of final acceptance, each volunteer must have submitted a volunteer application and received a
copy of his/her volunteer position description.
7. Volunteers perform their duties in the presence of at least one paid staff member. Each volunteer will
have a specific staff member to whom he or she reports and who will be responsible for day-to-day
support and direction.
8. All volunteer placements begin with a 30-day probation period. During this time, the Volunteer
Program Manager will support the volunteer with periodic informal check-ins. As well, it is the
responsibility of the volunteer to inform the Volunteer Program Manager or the CEO of any issues of
concern.
9. The library strives to meet volunteer expectations and offer a satisfactory volunteer experience for
both parties. However, it may be deemed necessary to explore options such as renegotiate terms of
the assignment, reassignment, or placement termination.
10. Volunteers who are at any time reassigned to a new position will be interviewed for that assignment
and receive all appropriate training for success before they begin.
11. In the event of a union-initiated work stoppage or legal strike, volunteers will not cross the picket line.

Orientation and Ongoing Training
1. During the beginning shifts the volunteer will be given an orientation regarding the nature, purpose,
and mission of the library and on the volunteer program; and, will be given a tour of the library.
2. Volunteers receive training to provide them with information on:
a)
b)
c)
d)

knowledge and skills necessary to perform their volunteer assignment
the operation of the program or service to which they are assigned
the purpose and requirements of the assignment
hazards that may be encountered

3. Volunteers are required to complete training mandated by legislation, including AODA and Workplace
Health and Safety.

Responsibilities of Volunteers
Volunteers should actively perform their duties to the best of their abilities, and remain loyal to the
mission, policies and procedures of the library.
1. Volunteers are responsible for maintaining the confidentiality of all privileged information to which they
are exposed while serving as volunteers, whether this information involves staff, volunteers, users or
other persons, or involves overall library business. Failure to maintain confidentiality could result in
immediate dismissal.
2. Volunteers should understand that the library may at any time, for whatever reason, decide to end the
volunteer relationship. As well, the volunteer may at any time, for whatever reason, decide to sever
his or her relationship with the library. Notice of such a decision should be communicated as soon as
possible to the volunteer's supervisor.
3. When expecting to be absent from scheduled duty, the volunteer should inform his or her staff
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supervisor in advance so that a replacement may be found. Continual absenteeism will result in a
review of the volunteer’s placement.
4. Volunteers must obtain approval from appropriate staff prior to taking any action or making any
statement which might affect or obligate the library. These actions may include, but are not limited to,
public statements to the media, lobbying efforts with other organizations, or any agreements involving
contractual or other financial obligations.
5. Volunteers are responsible for presenting a good public image and must dress appropriately for the
conditions and performance of their duties. Volunteers must wear their volunteer identification badge
while performing their assignments.
6. Volunteers are expected to record their work time on their designated timesheets Capturing accurate
statistics is important to maintaining the volunteer program.
7. Volunteers must be covered by their own vehicle insurance where their assignment involves the use of
a vehicle. Proof of insurance must be provided and kept on file. Volunteers are responsible for their
own parking tickets and fines incurred during volunteer assignments.

Dismissal
1. Volunteers who do not adhere to the policies and procedures of the library or who fail to satisfactorily
perform their assignments may be dismissed.
2. While on Renfrew Public Library property and/or while performing volunteer activities on behalf of the
library, volunteers are expected to maintain a professional level of behaviour. If the behaviour of the
volunteer is deemed to drop below acceptable standards, the Volunteer Program Manager or
supervisor will give a warning to the volunteer to improve performance. If the volunteer’s performance
has not improved during a given time period, the volunteer will be dismissed from the program.
3. Grounds for immediate dismissal include, but are not limited to:
a) insubordination
b) unwillingness or inability to support and further the mission of the library
c) theft of library property
d) illegal, violent or unsafe acts
e) abuse or mistreatment of library users or co-workers
f) smoking in unauthorized areas
g) being under the influence of alcohol
h) being under the influence of, possessing, selling or otherwise being involved with illegal drugs
i) behaviour that would be construed as harassment

Related Documents
Appendix 13: Application
Appendix 14: Volunteer Code of Conduct and Acknowledgement of Risk

TOP
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Policy Type: Fundraising

Policy Approval Date: 2001

Policy Edits/Reviews: 03/2012

FR-1 General Gift Acceptance
The Renfrew Public Library welcomes and encourages contributions from individuals, groups,
foundations and businesses for the purpose of enhancing and enriching the programs and
services that the library provides for the people of Renfrew. This policy sets out the
requirements for general gift acceptance in accordance with the library’s charitable status.

Section 1: Ethics and Definitions
1.

Renfrew Public Library is committed to the highest ethical standards of philanthropy,
financial accountability and development practice as articulated in the Donor Bill of
Rights and the Code of Ethical Fundraising and Financial Accountability.

2.

The Canada Revenue Agency defines a donation as a voluntary transfer of property
to the library made without the expectation that any benefit will accrue to the donor.

Section 2: Types of Gifts
The library accepts the following types of contributions:












books, manuscripts and other printed material
audio visual material
art and photographic works of archival significance
material of significance for local history and genealogy
equipment
board games
cash
other in-kind gifts or services (1.)
property of significant value, such as real estate
transfers of securities (2)
planned gifts such as bequests or gifts of life insurance.

Section 3: Acceptance of Donations
1.

The library evaluates all donations and accepts only those which it feels align with
the mission, values and standards of the library.

2.

Donations will become the exclusive property of the library and must be clear and
unencumbered when given. The library may accept conditions on the use and/or
disposition of donations only where it deems the proposed conditions to be
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reasonable and feasible.
3.

While honouring the wishes of donors as appropriate, the library reserves the right to
use the donation in the best interest of the library, and shall make decisions
regarding the investment, disposition and eventual disposal of all donations.

Related Documents:
Association of Fundraising Professionals – The Donor Bill of Rights
Imagine Canada - Ethical Fundraising and Financial Accountability
(this is a subscription service)
TOP
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Policy Type: Fundraising

Policy Approval Date: 03/2012

Policy Edits/Reviews:

FR-2 Administration
This policy sets out the requirements for administration of fundraising including the research of
prospective donors to Renfrew Public Library, the collection of personal data, gift processing
and recognition.

Section 1: Research
1.

All research undertaken by the library on current and potential donors will be limited
to its funding development process and no other purpose.

2.

Research methods will respect the individual’s right to privacy and information will be
acquired only through publicly available sources. Anecdotal information will be
included in a donor file only if it can be corroborated with a public source.

Section 2: Donor Records
1.

The library will maintain records of all donations except books, DVDs, music CDs,
Computer games, magazines and audio books, the contents of which will be
protected by current privacy legislation (Municipal Freedom of Information and
Protection of Privacy Act), and in accordance with the Donor Bill of Rights (FN-01
Appendix A).

2.

Donors’ names and contact information will not be sold, leased, rented, or shared in
any way with parties outside the library.

Section 3: Official Receipts for Tax Purposes
1.

Receipts will be issued in accordance with the library’s charitable status for all
monetary contributions.

2.

Receipts for tax purposes will be issued for all qualifying non-cash contributions
except books, DVDs, CDs, computer games, magazines and audio books, deemed
at fair market value. It is the donor’s responsibility to provide a written appraisal from
a reputable establishment for in-kind donations with fair market value over $900.
Gifts in kind with a fair market value of less than $900 need not be accompanied

by a professional appraisal; however, the library reserves the right to require
an expert opinion on the value of the gift before issuing a receipt.
Section 4: Gift Recognition
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The library is pleased to recognize all donations and extend thanks to all donors for their
generosity. Substantial gifts or donations will be acknowledged with a thank you letter and
official tax receipt.
TOP

156

Renfrew Public Library Policy Manual

Policy Type: Fundraising

Policy Approval Date: 03/2012

Policy Edits/Reviews:

FR-3 Partnerships and Sponsorships
The Renfrew Public Library welcomes a broad base of support from various sources including
the business community, to fulfill its mission. This policy sets out the requirements for business
partnerships and sponsorships.

Section 1: Terms of Acceptance
1.

The library negotiates partnerships with, and accepts support from, the business
community in ways that will benefit and recognize the supporting companies while
enabling the library to better achieve its mission without compromising its principles.
The library recognizes that companies support the library not only out of a desire to
be good community members, but also with a hope of a return or benefit to the
company.

2.

Renfrew Public Library does not accept any cash or gift of property, pledge of
support or non- cash gift or services, or enter into any partnership with any company
or other organization that produces goods or services that may be considered
harmful or illegal for certain members of the community.

3.

The library does not accept any kind of support from any company or organization
that, in the judgment of the library, exploits certain members of the community in its
product lines, advertising, marketing, and workforce or in any other way.

4.

The library at all times maintains an independent position on issues and concerns.

5.

The library accepts support for collections, programs and services only when the
content is to be determined by the library.

6.

The library does not accept any support that implies or requires endorsements of
products.

7.

Acceptance of corporation support will take the form of a written agreement signed
by representatives of the sponsoring organization and authorized representatives of
the library. This agreement will define the terms of the sponsorship and any
recognition to be provided to the sponsor.

8.

The library board reserves the right to terminate an existing sponsorship should
conditions arise during the life of the sponsorship that result in it conflicting with this
policy or that sponsorship no longer supports the best interests of the library.
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9.

The right to refuse and/or terminate corporate contributions extends to support of
third party fundraising for which the proceeds are designated to benefit the library.

Section 2: Recognition of Support
1.

Recognition for major corporate support will be developed in cooperation with the
corporate donors and will be consistent with the level of support and the library’s
mission and purpose and will be meaningful for both the supporting companies and
the library.

2.

The library’s intangible intellectual assets, including its name and likeness, will be
protected at all times. Corporate partners will not be permitted to use the library’s
name for commercial purposes or in connection with the promotion of any product.

3.

Official receipts for tax purposes will be issued as appropriate and according to CRA
guidelines.

Section 3: CLA Policy Endorsement
The library board endorses the Canadian Library Association’s Position Statement: Corporate
Sponsorship agreement in Libraries as approved June 1997.

Related Documents:
Canadian Library Association’s Position Statement: Corporate Sponsorship Agreement in
Libraries
TOP

158

Renfrew Public Library Policy Manual

Appendices

159

Renfrew Public Library Policy Manual

Appendix 1 – Canadian Library Association Position
Statement on Intellectual Freedom
All persons in Canada have the fundamental right, as embodied in the nation's Bill of Rights
and the Canadian Charter of Rights and Freedoms, to have access to all expressions of
knowledge, creativity and intellectual activity, and to express their thoughts publicly. This
right to intellectual freedom, under the law, is essential to the health and development of
Canadian society.
Libraries have a basic responsibility for the development and maintenance of intellectual freedom.
It is the responsibility of libraries to guarantee and facilitate access to all expressions of
knowledge and intellectual activity, including those which some elements of society may
consider to be unconventional, unpopular or unacceptable. To this end, libraries shall
acquire and make available the widest variety of materials.
It is the responsibility of libraries to guarantee the right of free expression by making
available all the library's public facilities and services to all individuals and groups who
need them.
Libraries should resist all efforts to limit the exercise of these responsibilities while recognizing the
right of criticism by individuals and groups.
Both employees and employers in libraries have a duty, in addition to their institutional
responsibilities, to uphold these principles.

Adopted and approved by CLA Executive Council June 27, 1974;
Amended November 17, 1983 and November 18, 1985.
TOP
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Appendix 2 – Renfrew Public Library AdHoc Committee
1. Purpose:
a) ensure that the board’s policies meet the requirements of the
Ontario Public Library Guidelines (OPLG)
2. Responsibilities:

a)
b)
c)

audit and evaluate existing policies based on the OPLG
establish a work plan to review, revise and develop policies required by the
OPLG
research, draft and recommend new policies or policy revisions that align with
the library’s vision, mission and strategic plan

3. Duration of the Committee:
b)

the committee meets until the library’s policies comply with the
requirements of the OPLG in preparation for accreditation
TOP
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Appendix 3 – Workplace Discrimination & Harassment
Program
1.

Awareness about Workplace Discrimination and Harassment Policy and
Program
The Renfrew Public Library’s Human Rights Policy, which addresses both workplace
discrimination and harassment, in addition to being included in the library’s policy binder
will be posted in the staff room along with the Workplace Discrimination and Harassment
Program.

2.

Reporting Incidents of Workplace Discrimination and Harassment:
The Renfrew Public Library encourages any staff member or volunteer who believes that
he/she has been subjected to discrimination or harassment to discuss the situation with the
CEO.
In the event that there is a complaint against the CEO or a conflict of interest, a complaint
shall be filed with the board chair. The board may conduct an investigation or designate an
individual to investigate and issue a report.
At any time during a meeting or interview concerning a complaint, both the staff member
lodging the complaint and the person against whom the complaint has been lodged has the
right to be represented and accompanied by a person of his/her choice.
The staff member with a complaint must provide written notes about the events leading up
to the complaint which include:
a)
b)
c)
d)

What happened – a description of the events or situation
When it happened – dates and times
Where it happened
Who saw the incident, if anyone?

As well, any related documents or materials having to do with the complaint are
to be made available.

3.

Complaint Resolution Procedures:
a.

If the staff member chooses to pursue the Complaint Resolution Procedure,
the CEO will advise the person against whom the complaint has been
lodged.

b.

The CEO begins a confidential investigation immediately and finishes within
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30 days. Throughout the process, the investigator keeps all parties informed,
interviews the staff concerned and witnesses, collects evidence, prepares a
report and informs the parties in writing of the decision and the underlying
reasons.
c.

The CEO is responsible for imposing any disciplinary or corrective
measures.
Any staff member may file a complaint with the Ontario Human Rights
Commission when the harassment or discrimination is related to one or more
of the Human Rights Code’s prohibited grounds - race, ancestry, place of
origin, colour, ethnic origin, citizenship, creed (religion) sex, sexual
orientation, disability, age, marital status, family status, receipt of public
assistance, record of offences.
TOP
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Appendix 4 – Workplace Violence PreventionProgram
Plan for Maintaining Security in the Library
1.

The library staff will conduct a worksite assessment as often as necessary to ensure
measures for violence prevention are effective – Appendix 4. The assessment will:
a)
b)
c)
d)

2.

identify jobs or locations with the greatest risk
identify high risk factors
include a physical workplace security audit
evaluate the effectiveness of existing security measures

The CEO, or designate, will annually review the history of past incidents to identify patterns
or trends.
Recognized areas of higher risk in the library include:
a)
b)
c)
d)
e)
f)
g)

3.

contact with the public
working alone or in small numbers
the circulation desk where money is kept
closing the library at night
secondary entrances to the library
stairwell from main floor to Raglan St. entrance
staff parking area at night

Measures for reducing the risk:
General:
a)
b)
c)

designate the CEO’s office and Children’s office (rooms with doors that lock
and phone) as emergency safe rooms
keep in good working order the exterior lights around the building
staff will not work alone in the library ever.

Recognize the Signs of Violence
Early identification and prevention of violence in the workplace is encouraged. Potential
threats of violence that should be reported could include the following:
a)
b)
c)
d)
e)

4.

threatening statements to do harm to self or others
reference to other incidents of violence
confrontational behavior
major change in personality, mood or behavior
substance abuse

Steps to Increase Your Personal Safety
A. Notice your surroundings and report any unsafe or dangerous situation to
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the most senior staff member.

B. If you feel uncomfortable about a person who has entered the library, trust
C.
D.

E.
F.
5.

Domestic Violence: Steps to Increase Your Personal Safety
A.
B.
C.
D.

6.

your instincts. If you feel threatened, make a scene - YELL!
Use a buddy system when leaving work.
If you ever find you are working alone in the library, let the CEO or someone
at home, know the situation and tell him/her when you expect to leave.
Report the situation. Working alone is not permitted and if this occurs during
library hours all attempts should be made to find someone else to come in to
work. Doors should remain locked until another staff member shows up to
work.
If you enter a bathroom and suspect it is unsafe, don’t call out. Back out, go
to a safe, lockable place with phone and call for help.
Know the nearest exit or room with a lock.

Tell someone at work about your situation.
Make up a “code word” for co-workers so they know when to call for help.
Ask your co-workers to screen your calls and visitors.
Ask a co-worker to call the police if your abuser is bothering you.

Staff Procedures
Threatening Behaviour:
A.
B.
C.
D.
E.
F.

Do not argue with a threatening person. Identify yourself as a library staff
member. Remain calm and keep your voice low and firm.
Do not put yourself or others in danger. Keep a distance of four feet.
Be friendly but firm, introduce yourself, look at the person while you talk to
him/her, and let the person talk, clarify the problem and offer solutions.
Get assistance from another staff person. If in the children’s department push
the panic alarm.
Advise him/her that the police will be called if the abuse does not stop.

If the behaviour doesn’t change call the police.
G. Notify the CEO or designate.
Violence/Assault
A.
B.

If you hear raised voices or sounds of a scuffle investigate.

C.
D.

Recruit other staff to move others out of the way to a safer location.
Do not block exits to prevent a threatening/violent person from leaving the
building.
Do not invade the personal space of the threatening person.
Do not get between two people fighting.

E.
F.

If you witness violence or an assault call the police and describe
the situation.
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G.

Notice details so you can describe the situation to the police.

H. Notify the CEO.
How to report
1.
2.
3.
4.

A report should be made as soon as possible after an action or behaviour
occurred
An informal, verbal complaint may be brought forward to the CEO. It is in the
best interest of all concerned that a report be written.
If a formal complaint is requested, the employee must file a written report
with the CEO
The report should include a brief statement of the incident, when it occurred,
where it occurred, date and time it occurred, the person(s) involved and the
names of any witnesses if any.

Investigation and Dealing with Incidents or Complaints
1.

2.
3.
4.
5.
6.
7.

After receiving a report, the CEO or designate will complete an investigation
as quickly as possible, depending on the nature and severity of the issue.
This will include interviews with the staff member(s), the alleged perpetrator,
if a staff member, and any witnesses.
The results of the investigation will be discussed with the employee and
recommended preventative actions and/or resolutions presented.
A separate meeting will be held with the alleged perpetrator, if a staff
member.
If the findings do not support the allegations the CEO will recommend that no
further action is necessary and that the matter be closed.
If the investigation concludes that there is evidence of misconduct the CEO
will prescribe a resolution that may include police intervention.
Employees who are found to have made false or malicious complaints will be
subject to disciplinary action.
The CEO will update the Board Chair of all reported incidents. The Board
Chair will determine whether the issue needs to be brought before the whole
of the Board.

TOP
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Appendix 5 – Workplace Assessment
Access Control
1.

How many public entrances does the building have?

2.

Can the number be reduced? Y / N

3.

Is the building connected to other buildings? Y / N

______________

If yes, does the building have access control? Y/N
Is your building shared with other businesses or renters? Y/N
If yes, is there access control to your area(s) only?

Y/N

4.

Is there a system to alert employees of access by intruders? Y / N

5.

Are office areas arranged / arranged to distinguish public vs private
spaces? Y / N

6.

Are coded cards or keys used to control access to the building or certain areas in the
building? Y / N

7.

Do you keep track of who has coded cards or keys? Y / N

8.

Is there a system to minimize the distribution of keys / entry cards? Y / N

9.

Do you change codes/locks immediately if keys/cards are lost or misplaced or if employees
are let go?

Y/N

Security System
1.

Is there a security system in place? Y / N
If yes, is the system tested on a regular basis (monthly) to assure correct functions? Y / N

2.

Is the existing security system effective based on past performance? Y / N

3.

Are security guards/safety walking services available at your location? Y / N

4.

Have you posted signs indicating a security system is in use? Y / N

5.

Are security cameras and mirrors placed in locations that would deter potential offenders?
Y/N

Reception
1.

Is your reception area easily identifiable and accessible? Y / N

2.

Can the desk staff see incoming visitors? Y / N

3.

Is the reception area visible to fellow employees or members of the public? Y / N

4.

Is your reception area staffed at all times? Y / N

5.

Can outsiders enter the building when no desk staff is present? Y / N

6.

Is circulation desk first point of contact for visitors? Y / N

7.

Does circulation desk staff work alone at times? Y / N

8.

Is there an emergency call button at the circulation desk? Y / N
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9.

If yes, have response procedures been developed?

Y/N

10. Are there objects/equipment that could be used as a weapon in this area? Y / N
Signage
1.

If some entrance doors are not open, are there signs showing which doors are open? Y / N

2.

Upon entering the building, are there signs to identify where you are? Y / N

3.

Once in the building, are there signs showing you where to get emergency assistance if
needed? Y / N

4.

If no, what signs are needed and where?

Y/N

5.

Are public and private areas clearly marked? Y / N

6.

Are there exit signs? Y / N

7.

Are there areas where exit signs are not present but are needed? Y / N
If yes, where? ________________________________________________

8.

Are signs posted to be highly visible to all?

Y/N

9.

If no, where are these signs?

Y/N

10. Are the hours of operation adequately posted? Y / N
11. Impression of overall signage?
very poor

poor

satisfactory

good

very good

12. Are other signs necessary? ______________________________________

Lighting
1.

Is the lighting evenly spaced? Y / N

2.

Are any lights out?

If yes, where?

Y/N

___________________________________________

3.

Can desk staff access main light control switches?

Y/N

4.

Can public access main light control switches?

Y/N

Stairwells and exits
1.

Do exit doors identify where they exit to?

Y/N

2.

Are there places at the bottom of stairwells where someone could hide? Y / N
If yes, where? __________________________________________

3.

Is the lighting adequate? Y / N

4.

Can lights be turned off in the stairwell? Y / N

5.

Is there more than one exit route? Y / N

6.

Do any exit routes restrict your ability to get away?

Y/N

If yes, where? __________________________________________
7.

Do stairwell doors lock behind you during regular hours of operation? Y / N
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8.

Do stairwell doors lock behind you after regular hours of operation?

Y/N

Possible Entrapment sites
1.

Are there unoccupied rooms or storage areas that should be locked? Y / N
If yes, where? _______________________________________

2.

Are there small, well-defined areas where you would be hidden from view of others such
as:

3.

•

Recessed doorways

Y/N

•

Stairwells

Y/N

•

Unlocked storage areas

Y/N

•

Elevators

Y/N

Are there unlit storage areas? Y / N

Natural surveillance
1.

Are there any physical objects/ structures that obstruct your view? Y / N

2.

If yes, could someone hide behind such objects / structures? Y / N

3.

If so, where? _________________________

4.

Do members of the public approach staff only from the front? Y / N

Washrooms
1.

Is public access to the washrooms controlled? Y / N

2.

Can the lights in the washrooms be turned off? Y / N

3.

Are the washrooms checked before the building is vacated?

Y/N

Meeting Rooms
1.
2.

Do you have public meeting rooms?
If yes, is natural surveillance possible?

Y/N
Y/N

3.

Is there an alarm system in this room(s)?

Y/N

4.

Is the furniture arranged to allow emergency exits? Y / N

Emergency assistance
1.

Has an emergency contact number been established during regular hours of operation?
Y/N

2.

Has an emergency contact number been established after regular hours of operation?
Y/N

3.

Are emergency contact numbers posted in staff accessible areas? Y / N

4.

Are emergency phones available in all areas? Y / N
If no, where is access needed? ______________________________
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Individual Offices
1.

Are certain employees at higher risk of violence?

Y/N

2.

If yes, has their furniture been arranged to allow for quick exit from the office? Y / N

3.

Can the staff member maintain a minimum distance (1 – 1.5 meters) between themselves and
the visitor? Y / N

4.

Have they reduced the number of objects that can be used as weapons? Y / N

5.

Do these offices have good natural surveillance? Y / N

Work Practices
1.

Does staff handle money or valuables?

Y/N

2.

Does staff provide service, care, advice or education? Y / N

3.

Does staff work with unstable or volatile people? Y / N

4.

Does staff work alone or in small numbers? Y / N

Working Alone
1.

Do any areas feel isolated? Y / N
If yes, which areas? _______________________________________

2.

In these areas, is there a telephone or sign directing you to emergency assistance? Y / N

3.

In these areas, how far is the nearest person to hear calls for assistance?
_________________________________________________________

4.

Are alarms or panic buttons installed? Y / N

5.

Are the alarms or panic buttons easily accessible? Y / N

6.

Do you periodically check the functioning of alarms or panic buttons? Y / N

7.

Is it easy to predict when people will be around? Y / N

Movement predictors
1.

How easy would it be for someone to predict your patterns of movement?
very easy

2.

somewhat obvious

no way of knowing

Can you tell what is at the other end of each walkway /corridor? Y / N
If no, where? ______________________________________________

3.

Are there corners, alcoves etc. where someone could hide and wait for you?
If yes, where?

_____________________________________________

Areas of Improvement
1.

List areas where lighting was a concern:
__________________________________________________________
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__________________________________________________________
2.

What improvements would you like to see?
________________________________________________________________________
________________________________________________________________________

Overall Impression
How safe do you feel in each area listed below?
Check the box that indicates your feeling of safety in each area:

i. Main desk / front entrance

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A

ii. Information desk

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A

iii. Elevator

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A

iv. Stairwells

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A

v. In the stacks

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A

vi. Corridors / hallways

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A

vii. At your desk

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A

viii. Office areas

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A

ix. Parking areas

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A

x. Washrooms

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A

xi. Common areas

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A

xii. Meeting Room (s)

Very safe

Safe

Neutral

Unsafe

Very unsafe

N/A
TOP
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Appendix 6 - Ministry of Labour Health and Safety
Contact Centre
Toll free: 1-877-202-0008
TTY:
1-855-653-9260

Call any time to report critical injuries (see note below), fatalities or work refusals

Call 8:30 am--5:00 pm, Monday – Friday, for general inquiries about workplace
health and safety

In an emergency, ALWAYS call 911
A critical injury:








Places life in jeopardy
Produces unconsciousness
Results in a substantial loss of blood
Involves the fracture of an arm or leg (but not a finger or toe)
Results in the amputation of an arm, leg, hand, or foot (but not a finger or toe)
Involves burns to a major portion of the body, or
Causes loss of sight in an eye
TOP
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Appendix 7 - First Aid StationRequirements
1.

As outlined in the Workplace Safety and Insurance Act, 1997, Regulation 1101,
Section 8, the library will have a first aid station with a first aid box which is furnished
and provided by the library itself. It will contain, as a minimum:
a)
b)
c)

2.

A current edition of a St. John Ambulance First Aid Manual
1 card of safety pins
Dressings consisting of:

12 adhesive dressings individually wrapped

4 sterile gauze pads, 3” square

2 rolls of gauze bandage, 2” wide

2 field dressings, 4 inches square OR 2 four-inch bandage
compresses, and

1 triangular bandage

The employer shall ensure that the first aid station is at all times in charge of a
worker who:
a)
b)

Is the holder of the valid St. John Ambulance Emergency First Aid Certificate
or its equivalent; and
Works in the immediate vicinity of the station
TOP
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Appendix 8 – Request for Reconsideration of Library
Material
Media:

Print

DVD

Audio book

On - line resource

Other: _______________

Author: _____________________________________________________________________
Title: _______________________________________________________________________
Complainant’s Name:

____

Address:

____

Telephone:
Represents:

___
Self

Organization

E-Mail: ____________________________ ___

Other: _________________________

Name of Organization/Other

_____

Address of Organization/Other

_____

Head of Organization/Other

____

How did you learn of this material? ____________________________________________
What are the objections to this material (Please include page number or specifics)?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
What harm do you believe may result from this material?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
Did you experience/read the entire work?

Yes

No — If not, what sections did you

experience/read?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
Does this material have worthwhile aspects?
____________________________________________________________________________
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____________________________________________________________________________
Have you read any professional review of this material?

Yes

No

What do you believe to be the creator’s purpose in producing this work?
____________________________________________________________________________
____________________________________________________________________________
Would you suggest that the creator succeeded or failed in communicating his/her purpose?
____________________________________________________________________________
____________________________________________________________________________
Suggestions for similar materials. Explain your reasoning for these suggestions.
____________________________________________________________________________
____________________________________________________________________________
Additional comments:
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Date: __________________________
Signature of Complainant: ______________________________________________________
OFFICE USE ONLY

Date received: _________________________Received by:
________________________
Reconsideration Decision:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________
Signature:
TOP
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Appendix 9 – Collection DevelopmentPlan
The core collection provides critically acclaimed seminal works of literature and information.
These titles must be of the highest quality and must, in every instance appeal to and be used by
the customers of the Library. The core collection will reflect the rich diversity of cultures that
make up the Library’s community and the nation as a whole, along with regional titles of
particular interest to local customers.
The Library’s core collection makes no attempt to be well rounded or complete but rather to supply
only the very best fiction and most well written non-fiction available on a wide variety of subjects
that will interest and prove accessible to the educated layperson. Materials are selected for the
core collection based on their ability to enrich the lives of Library users and open doors to
knowledge.
Influencing
Factors

Retention

Unique Selection Factors

Retrospective
Development

The purpose of
this collection is to
retain seminal
works of literary &
historical
prominence in the
areas of literature,
reference, music,
art, movies &
cultural
importance; and to
continue to add to
the collection as
definitive works
are created.

These materials
should be retained
indefinitely and
replaced as condition
and availability
dictates.

Has historic value and is
recognized as such by the
library and publishing
communities.

Published Core
Collection lists will be
consulted and the
collection augmented as
need arises and funds
are available, ideally on
an annual basis.
Because of limitations of
budget and space many
of these works may be
acquired through
interlibrary loan.

Weeding of this
collection should only
be done with the input
of the CEO.

Has enduring value and has
stood the test of time. Current
materials which have proven to
be a cultural phenomenon and
are thought to become classics.
(i. e. Harry Potter).

Last reviewed: Jan, 2014
TOP
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Appendix 10: Terms of Use: Public Computers
1.

Customers are required to abide by the Library’s Public Network Access Policy and
understand that misuse of library resources, including the use of someone else’s card and/or
behaviour that disrupts others, may result in a suspension of library privileges.

2.

Customers should be aware that the use of the Internet for illegal purposes is prohibited
and may result in prosecution.

3.

As with other library materials, parents and guardians must assume responsibility for
deciding which resources are appropriate for the children in their care. To address the
issue of access, parents or guardians have the choice of selecting filtered or unfiltered
Internet access. Filtered access for children is available in the children’s department.
Filtering technology is imperfect, however and parents and legal guardians are responsible
for their children’s use of the Internet.

4.

Customers must have a valid Library card in order to book a workstation. “Guest Access” is
available through the Circulation Desk for non-members. Juvenile cards (for children up to
and including the age of 14) can access only filtered workstation access, unless a parent
requests otherwise.

5.

There is a 120-minute total limit on workstation use, per day, across the Library system, not
per location. Computer use is dependent on availability. There is no guarantee of 120
minutes of use. Bookings can be made in advance at the discretion of library staff.

6.

Workstations not in use can be booked, provided:

No one else has reserved the workstation

You still have unused time remaining that is not 10 minutes or less until the
next booking

7.

Customers will be automatically logged off the workstation when the session expires. All
material saved to D:\My Documents will be erased.

8.

The Library reserves the right to make changes to the protocols provided based upon future
requirements.

9.

The Library reserves the right to impose bandwidth restrictions as required and without
notice.

10. Non-Library hardware (e.g. Laptop computers) shall not be connected to the network under
any circumstances.
TOP
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Appendix 11: Terms of Use: Wireless Access
1.

Users are required to abide by the Library’s Public Network Access Policy by clicking “Agree”
prior to being able to access the Wi-Fi

2.

Users should be aware that the use of the Internet for illegal purposes is prohibited and may
result in prosecution.

3.

As with other library materials, parents and guardians must assume responsibility for
deciding which resources are appropriate for the children in their care. This includes what
children access using portable electronic devices such as smart phones, iPads, etc.

4.

Users are responsible for providing their own devices, and configuring these devices to
ensure that they function properly. The Library cannot guarantee that every device will be
compatible with its network.

5.

Library staff may only provide limited assistance to users in accessing the network. If
assistance is required beyond what is given in the Library’s general instructions, users should
contact either the company that sold the equipment, or the manufacturer of the hardware or
software.

6.

The Library will not guarantee access to electrical outlets for wireless users, and suggest
that users bring a fully charged battery. Users may not plug their device into any outlet that
has been provided for the Library’s own computers.

7.

The wireless network will be unavailable between the hours of 11 PM and 7 AM.

8.

The wireless network is not secure, and traffic on the network is unencrypted. Data sent to
and from user devices could be captured by someone else. The Library recommends that
credit card, banking information and passwords NOT be transmitted while using the wireless
network.

9.

It is the responsibility of users to protect their devices against any potential abuse, such as
viruses, malwares, or breach of privacy. The Library assumes no responsibility or liability for
any direct or indirect damages resulting from the use of its wireless network. The library
reserves the right to withdraw wireless access to a user to protect the network as required.

10. In order to protect its network and users, the Library reserves the right to terminate a
connection at any time or to withdraw wireless access entirely.
11. Users will be logged out of the wireless network after ten minutes of inactivity.
12. Printers are not available on our wireless network. Users requiring printing support are asked
to save their file to an external storage device (i.e. USB drive), and then print from one the of
Library’s public workstations.
TOP
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Appendix 12 – OLA Position on Children’s Rights in the
Library
Ontario Library Association’s Position on Children's Rights in the Public Library
Children in Public Libraries have the right to:
1.
2.
3.
4.
5.
6.
7.
8.

9.

Intellectual freedom.
Equal access to the full range of services and materials available to other users.
A full range of materials, services and programs specifically designed and
developed to meet their needs.
Adequate funding for collections and services related to population, use and
local community needs.
A library environment that complements their physical and developmental stages.
Trained and knowledgeable staff specializing in children's services.
Welcoming, respectful, supportive service from birth through the transition to adult user.
An advocate who will speak on their behalf to the library administration, library
board, municipal council and community to make people aware of the goals of
children's services.
Library policies written to include the needs of the child.
TOP
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Appendix 13 – Volunteer Application
Date:

_____________________________

Name: _____________________________________________
Address: ____________________________________________________________________
Phone: _____________________________ Email: __________________________________
Emergency Contact:
Name: _____________________________________________ Relationship: ______________
Phone: ______________________________

1. Skills and/or Experience: _____________________________________________________
_________________________________________________________________________

2. Why are you interested in volunteering with the Renfrew Public Library? ________________
__________________________________________________________________________

3. Special talents or interests? ___________________________________________________
__________________________________________________________________________

4. What type of volunteer opportunity are you interested in (please check all that apply)?


Helping with Landscaping/Gardening



Shelf Reading



Homebound delivery services



Run a Program



Help with special events



Program assistance (folding, cutting, craft help, etc.)



Other: ____________________________________

5. Please indicate times/days of week you are available:
Monday __________________________________
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Tuesday __________________________________
Wednesday ________________________________
Thursday __________________________________
Friday _____________________________________
Saturday ___________________________________

Please acknowledge the following:
 I understand that volunteering is like having a job. The library counts on me to be at
the library at the agreed upon time, unless I provide advance notice, or in the case of
an emergency.
 I understand I will be provided with an orientation and training session, including
AODA training prior to commencing my volunteering.
 I understand that I must abide by the Volunteer Code of Conduct and have a signed
“Volunteer Code of Conduct and Acknowledgment of Risk” form and a Police
Background Check prior to beginning to volunteer.

_____________________________________
Applicant’s Signature
Date

__________________________

If under 18 years of age, or a student completing community hours:

Birth date (day/month/year): _____/_____/_____

School: __________________________________ Grade: ________________

Name and Signature of Parent/Guardian consenting to applicant working as volunteer:
________________________________________________________________ OR
School Contact (teacher and number):
________________________________________________________________

TOP
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Appendix 14 – Volunteer Code of Conduct &
Acknowledgment of Risk
Prior to volunteering at the Renfrew Public Library, candidates must read and acknowledge the following:
Code of Conduct:
The following guidelines and procedures outline the essential expectations of all volunteers. Failure to
comply may result in dismissal.
1. Interaction with Library Users:
Library user requests are always handled by paid Library Staff due to liability issues and because of
regular changes which occur in our operations and procedures. Volunteers must refer all user
questions, other than directional (i.e. Where is the washroom?) to Library Staff.
2. Privacy of Library User Records:
Upon accepting and signing below, volunteers agree that they will not share any user or Library
knowledge that they have gained through volunteer duties at the Library.
3. Dress Code and Identification:
Volunteers are expected to have a clean and neat appearance while assisting the Library. Please
dress comfortably but appropriately for your assigned task. Please ensure that you always wear a
volunteer badge which you can obtain and return at the circulation desk.
4. Record of Volunteer Hours:
During orientation, you will be shown how to log your hours. Please ensure that you record your
volunteer activity every time you are at the Library in a volunteer capacity. The volunteer log is crucial
for Library statistics.
5. Storage of Personal Belongings
The Library is not responsible for the loss or damage of personal effects. The library cannot assign
personal lockers to volunteers. There is limited space in the Staff Workroom, but volunteers may store
personal items in the workroom while in the Library for their volunteer shift.
6. Supervision and Reporting
You will report to a designated employee at the Library. If you are unable to attend a regularly
scheduled volunteer shift or event, please inform your supervisor. Please direct all program/task
related questions to your supervisor. General questions about volunteering, policies, etc. should be
directed to the CEO.
7. Volunteer responsibilities:





Perform tasks to the best of my ability
Be punctual and conscientious
Accept supervision from library staff
Uphold the standards of the Library before the community at large
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8. The Library agrees to:
 Assign suitable assignments with consideration for personal preference and skills
 Orient the volunteer to the facility, emergency procedures, AODA customer service, and health
and safety requirements
 Provide training and supervision specific to assigned tasks; allow the volunteer to be heard
regarding suggestions or concerns.

Elements of Risk
I acknowledge that my participation as a volunteer can involve certain elements of risk that could result in
an injury. The risk of sustaining an injury can result from the nature of the activity itself, natural and
manmade, climatic conditions, the actions of third parties and the participant’s own physical condition and
actions.
The risk of sustaining an injury while volunteering on behalf of Renfrew Public Library can result from the
nature of the activity and can occur without any fault of the participant, or the Renfrew Public Library, its
employees, agents, council members, or the facility where the activity is taking place. By choosing to
volunteer in this activity, you are accepting the risk that you may be injured.
The chance of an injury occurring can be reduced by carefully following instructions at all times while
engaged in the activity.
In order to participate, I hereby agree to do so at my own risk and understand that I do not have access to
Renfrew Public Library Health Benefits or WSIB.
If you choose to participate as a volunteer on behalf of the Renfrew Public Library, you must understand
that you bear the responsibility for any injury that might occur.

ACKNOWLEDGEMENT
By signing below, I acknowledge that I have read the above Code of Conduct and Elements of Risk. I
understand that by volunteering for the Renfrew Public Library I am assuming the risks associated. I have
also reviewed the Volunteer Program Policy and understand what is contained therein.

Signature of Volunteer: ___________________________

Date: ______________________

TOP
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Appendix 15 - Renfrew Public Library Artist Application
Form and Display Sheet
Name of Artist(s) or Exhibitor(s): _____________________________________________________
Organization (if applicable): _________________________________________________________
Contact Information: Phone: _________________________ Email: _________________________
Other: __________________________
A completed Art Exhibit/Display Information Sheet for each Artist has been provided to and approved by
Renfrew Public Library staff: __ Yes

__ No

The artwork/exhibit will be on display for the period from _______________________________ to
______________________________ at the Renfrew Public Library.
Set up will take place on __________________________. 20___ @ ____________ am/pm.
Take down of the exhibit will take place on _______________________, 20___ @ _______ am/pm.
1.

The Artist/Exhibitor agrees that the dates of the exhibit will be determined by the Renfrew Public Library.

2.
3.

The Artist/Exhibitor is responsible for delivering the art work to the library at a predetermined time.
All wall hanging works must arrive ready for installation. Artists are required to use the Library's in-house
hanging system or any available open shelves or spaces indicated by the designated staff person.

4.

The Artist/Exhibitor will install and remove art work/exhibits themselves under the supervision of a Renfrew
Public Library staff member. The installation, exhibition and removal of art work or exhibits is the sole
responsibility of the Artist under the supervision of a Renfrew Public Library staff member, or unless other
arrangements were agreed upon and signed off on by all parties involved prior to installation.

5.

Displays will typically be 6-8 weeks, but timings may vary due to demand. If works are not picked up by the artist
within 3 days of the agreed upon end date, a $5/day storage fee per piece will be charged to the artist. The
library holds no responsibility for artwork left in the library over 60 days and may deal with it as deemed fit
unless a prior agreement has been reached and all parties have a signed an addendum to the Agreement.

6.

The Artist/Exhibitor will not cause damage to Renfrew Public Library property by installation or removal of art
work or exhibit.

7.

The Artist/Exhibitor is responsible for insuring their work or exhibit as it is installed and displayed and
understands that the Renfrew Public Library will NOT insure any artwork or exhibits displayed.

8.

The Artist/Exhibitor agrees that the Renfrew Public Library may be required to move any artwork or exhibit from
its original location; as well, Renfrew Public Library may require the Artist/Exhibitor to remove any art work or
exhibit from the Library at any time.
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9.

The Artist/Exhibitor agrees that the Library has the right to photograph the Artist, their work and exhibit for
publication, promotion and documentation; this includes the Library website, media and social media outlets.

10. The Artist/Exhibitor will provide a completed Art Exhibit/Display Information Sheet prior to the time of installation.
If specific signs/labels are required, they will be provided by the Artist/Exhibitor. Each display or exhibit shall
also include contact information for the general public.

DISCLAIMER: I/We further agree to indemnify fully and save harmless the Town of Renfrew, including the
Renfrew Public Library Board, their officers, agents, officials, and employees, from any and all actions, suits,
claims, and demands whatsoever, and from all losses, costs, charges, damages, and expenses, including
legal costs on a substantial indemnity basis and disbursements, which may be made by any party against
the Town of Renfrew, including the Renfrew Public Library Board, or which may be incurred, sustained or
paid by the Town of Renfrew, including the Town of Renfrew Public Library Board, in consequence of my
acts or omissions in the course of installing or dismantling my art display at the Renfrew Public Library, or
otherwise arising from my use of the space at the Renfrew Public Library facility to display my artwork.
By signing below I/we further agree to release, waive and forever discharge Town of Renfrew, including the
Renfrew Public Library Board, from all actions, claims, demands, debts, costs or liabilities whatsoever with
regard to any and all damages that may be caused to my art display for so long as my art display is exhibited
at the Renfrew Public Library, including any periods of storage at the Renfrew Public Library when my art
display is not on public display, howsoever such damage was caused and from any injuries that I may
sustain in the course of installing or dismantling my art display at the Renfrew Public Library.

________________________________________
Artist, Exhibitor, or Representative (please print)

________________________________________
Renfrew Public Library representative (please print)

________________________________________
Signature

________________________________________
Signature

________________________________________
Date

_________________________________________
Date
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Art Exhibit/Display Information Sheet
Name of Artist(s) or Exhibitor(s)____________________________________________
Organization (if applicable): _______________________________________________
Date of exhibit: ___________________________________
Artist’s Biographical Information:

Title of Work

Description

Price (if applicable)

TOP
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Appendix 16: Trespass to Property Notice
Notice Pursuant to the Trespass to Property Act,
R.S.O. 1990, c. T.21, S.3 (and amendments) and
IN THE MATTER OF
the premises municipally known as RENFREW PUBLIC LIBRARY RENFREW,
ONTARIO
TO: ________________________________________________________

NOTICE
TAKE NOTICE THAT, from ________________to ___________, you are
hereby prohibited from entry in and on the following premises for any purpose,
namely:
Renfrew Public Library, 13 Railway Ave., Renfrew, ON K7V 3A9
This decision is as a result of your unacceptable behaviour on such premises
on
. AND FURTHER TAKE NOTICE THAT you will be subject to
arrest and prosecution in the event that you fail to comply with this notice.
DATED at the Town of Renfrew this _______
Authorized by:
_______________________________
Chief Librarian or Designate

c. Ontario Provincial
Police Renfrew
Detachment
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Appendix 17: Customer Code of Conduct
Welcome to the Renfrew Public Library. Our goal is to ensure that everyone has a positive
experience when using the library, whether in person or virtually.
Everyone has the right to enjoy the services of the Renfrew Public Library (RPL) without
disturbance. Our commitment to customers and employees is to deliver excellent service in an
environment of mutual respect and courtesy, creating a pleasant and safe atmosphere conducive
to both life-long learning and the creative use of leisure time.
The Customer Code of Conduct encourages behaviour that supports the Library’s mission. It
applies everywhere the Library conducts its business, whether on Library property, out in the
community or through our website and social media sites.
Kindly respect the Customer Code of Conduct and abide by all Library policies. Employees make
every effort to apply these rules in a fair, dignified, and positive manner for the benefit of all. At
the sole discretion of the Library, anyone choosing to disrespect the policies of the RPL and
refusing to modify behaviour will be asked to leave. This could result in suspension of Library
privileges, cost-recovery charges, and/or prosecution.
We ask your cooperation in maintaining a welcoming environment that provides the opportunity
for everyone to enjoy and use the RPL facilities, collections, or services.

Please remember to…
Be Respectful of Others












Use respectful language and display good conduct. Abusive, coarse, violent,
harassing or discriminating language or actions will not be tolerated under any
circumstance. This includes but is not limited to physical, sexual or verbal abuse.
While we welcome guide and/or service animals, leave all other animals at home.
Speak and work at a soft volume. Minimize distracting sounds.
Set mobile devices to vibrate or mute. Unobtrusive use of cell phones is permitted.
Obtain prior written authorization before distributing literature, conducting surveys,
gathering signatures, soliciting contributions, posting materials, etc. on Library
premises.
Respect individuals with sensitivities to scents and limit the use of fragrances.
Wear appropriate attire, including shirt and footwear.
Pay proper attention to personal hygiene at all times.
Report disruptive behaviour to an RPL employee immediately.

Be Respectful of Library Property



Use provided materials, computers, equipment, and furniture with respect and care.
Respect the Public Network Access Policy while browsing the Internet.
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Check with employees as to restrictions, if any, on consuming food and/or
refreshments in the facility. Always ensure proper disposal of leftovers.
Keep aisles and corridors clear so as to not interfere with the free passage of others.
Large equipment (e.g. carts and strollers) or bulky material (e.g. bags and clothing)
must not hinder emergency evacuation or wheelchair access.
Park bicycles, scooters or small motorized vehicles outside the Library in designated
locations. Small items such as skateboards or roller blades may be brought in but
cannot be used inside the Library or on the Library front sidewalk.

Be Safe










Do not leave a child or vulnerable adult unattended. A vulnerable adult is one who
cannot take care of him/herself, requires assistance to move about and/or
communicate with others.
Supervise all individuals, especially children, for whom you are responsible.
As a security measure, permit inspection, as requested by Library or security
personnel, of any personal bags or cases when leaving the Library.
Keep your belongings safe with you. The Library is not responsible for personal
belongings.
Follow emergency procedures. Leave the building when requested by staff in case of
fire, fire drills, or other emergencies.
Do not engage in activities that are not related to the proper use of the Library.
Follow all municipal, provincial and federal laws, codes, rules and regulations.
Follow the instructions of RPL employees.

Revised from the Ottawa Public Library’s Customer Code of Conduct
TOP
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Appendix 18 – Circulation Schedules
SCHEDULE A - Acceptable Identification to Verify Name and Addressfor
Membership Registration.
Documents are used to verify name and address only. No other information on the document(s)
presented is kept on record.
A valid Ontario Driver's License is acceptable as a single document. In other cases, acceptable
identification and proof of current address is required.
Acceptable Identification

Acceptable Proof of Address

• Health card with photo
• Citizenship card
• Passport
• Student ID card
• OAS (senior’s card)
• Employer-issued photo ID card
• BYID(from the LCBO)

• Any Benefit Statement issued by the
Government of Canada
• Bank account statement
• Utility bill (telephone, hydro, water, gas,
cable TV)
• Motor Vehicle Permit
• Mortgage, rental or lease agreement
• Property tax assessment or bill
• Insurance policy (property, auto, life)
• Employer record (pay stub or letter from
employer)
• Secondary school, college or university
report card or transcript

SCHEDULE B – Borrowing privileges and restrictions
All DVDs and video games:

Restricted and/or Mature Rating: available to persons 18 and over

Rated Teen: available to 13 and up

All other: available to all customers
Museum Passes:

restricted to Adult borrowers only

restricted to one pass per family per week
Equipment


Any equipment requiring a waiver of liability to be signed must by
persons over 18 years of age
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SCHEDULE C – Loan Periods and Limits
Material Type

Loan Period

Limits per card

In-library Use ONLY

Optional
Renewals
–

Current issue magazines /
Local
Books
Audio books
Magazines
10 day books
Video games
Board games / Puzzles
TV series
DVDs
Museum passes
Equipment

21 days
21 days
21 days
10 days
10 days
10 days
10 days
3 days
3 days
10 days

5
5
5
NO
2
2
2
2
NO
NO

2
2
4
4
1
1

-

SCHEDULE D: Charges
Non-Resident:
Individual:
Family:
Seasonal:

$55.00 per person for 12 months or $28.00 per person for 6 months
$70.00 per family for 12 months or $36.00 per family for 6 months
$20.00 for 3 months

Replacement cards:
Adult cards: $5.00
Tween, Teen and Youth cards: $3.00
Reserve and/or Interlibrary Loan Materials not picked up:
$3.00 for reserved or ILL materials not picked up after 4 days from initial notification
Lost or damaged items/equipment:
Price listed in the Integrated Library System (ILS) or invoiced price, whichever is
greater. If no information is available in the ILS, a default price will be used based on
a distributor’s price (i.e. Amazon.ca).
(Note: "Reported/Claims returned" items change to "lost" status after 30 days for
print and AV, and 3 days for equipment and museum passes).
Interlibrary loan replacement costs will be decided on by the lending library.
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Time limit to obtain a refund for an item reported lost and paid which is
subsequently found is capped at three months after original payment. A full refund
of invoiced price will be given, but not processing fees.
Damaged Cases (for DVDs and CDs): $3.00
NSF cheque:

$25.00

Photocopies, faxing, scanning and printing

Photocopying and printing
Black and white

Full colour

8.5” x 11” and 8.5” x 14”

$0.20 / page (includes double sided)

11” x 17”

$0.50 / page (includes double sided)

8.5” x 11” and 8.5” x 14”

$0.50 / page (includes double sided)

11” x 17”

$1.00 / page (includes double sided)
Scanning

All page sizes

$0.50 / transaction
Faxing

Outgoing

$1.00 for first page, $0.20 for each page
after (cover page is free)
$0.50 / page for first 5 pages, $0.20 for each
page after

Incoming

SCHEDULE F – Book sale pricing
All items placed in the library’s book sale are available “by donation”, unless specifically
marked otherwise by library staff. Patrons/customers may donate what they feel is fair, or
what they are able to. All monies collected go towards special library projects, programs
and services.
TOP
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Appendix 19 – Strategic Plan 2019 – 2024
Prepared by: Kelly Thompson, CEO and the RPL Board of Trustees
Renfrew Public Library 2019-2024 02

The Methodology
In order to determine which programs and services are effective, which are not, and what may
be lacking, the following was undertaken by the Renfrew Public Library Board of Trustees:









The Vision and Mission statements were reviewed
The CEO researched and prepared a Library Trends report
A sub-committee of the Board researched and prepared an environmental scan for
the Town of Renfrew
Both reports were shared and discussed with all members of the Board
Patrons, community members, organizations, students, media and others were
contacted through a Community Needs Survey, Focus Groups and informal
conversations in order to ensure input from a cross-section of the population
Information gathered from the community was compiled into one succinct document
and reviewed by the Board
Core strategies were developed based on all of the information provided

Strategic directions were developed to ensure services and programs mesh with the core
strategies
The following core strategies and directions were developed to ensure RPL continues to meet
and exceed community expectations.

Core Strategies
Identification of the three strategic initiatives:
1.
2.

3.

COMPREHENSIVE COMMUNICATION
CONTINUOUS IMPROVEMENT
COMMUNITY- BASED PARTNERSHIPS AND SERVICES

Core Strategy #1: Comprehensive Communication
The importance of maintaining two- way communication with all stakeholders is vital.
In order to ensure that the lines of communication remain open and active between the Library
Board and the staff, council, and community at large, several key actions have been identified.
Strategic directions for ensuring Comprehensive Communication:
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Improvements or additions to library services/resources/programs are to be
communicated in a timely, accessible manner
Library staff will engage with tweens and teens to increase awareness of current
services and address needs/wants
New ways to request input and feedback from the community should be identified in
order to gauge success of library programs and services
Yearly presentations to Town Council, as well as regular reporting is needed to
maintain open communication
CEO will ensure the occurrence of regular staff meetings, and maintain an opendoor policy between management and staff

Core Strategy #2: Continuous Improvement
Changes have been happening over the past several years at RPL. The physical layout has
been modified, databases have been added to online collections, print collections continue to be
developed, and programs for all ages are now being offered on a regular basis; all to make the
library a more welcoming, inclusive space.
The team is constantly evaluating the quality of the library's offerings, while always considering
cost effectiveness, best use of facilities, and the development of library resources to meet the
requirements of users.
Strategic directions for ensuring Continuous Improvement:






As a response to community input, evaluate and implement new service hours
Continue to increase access to online services and resources and optimize library
spaces to strive to meet current and changing needs of the community
Provide on-going opportunities for staff development and skills improvement
Review possibilities for the programme building and land to best meet future library
needs
Inventory all collections and review collection development policy often to ensure
collections remain vibrant and relevant Continuously evaluate organizational
structure

Core Strategy #3: Community-Based Services and Partnerships
Renfrew Public Library currently brings services to Quail Creek and Bonnechere Manor
retirement residences, local schools and groups. Home delivery is also available for those
unable to come to the library due to medical issues.
We will build on creating more partnerships within the library community, as successful
partnerships between the Library and Mackay Manor, the Renfrew County Health Unit and
Hospice Renfrew have been highly beneficial for the community.
We will make every effort to bring services and programs where they are needed, while
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recognizing that being in a rural area offers challenges for both community members and staff.
Strategic directions for ensuring Community-Based Services and Partnerships:







Aim to connect people and bridge gaps, ensuring equal access to information
Continue to be proactive in networking with local organizations and interest groups to
better serve the community
Enhance and diversify programs that engage all members of the community
Create a presence at community events whenever possible
Actively engage with local schools to address the needs of staff and students
Welcome newcomers through targeted collection development, programs and services

TOP
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