Caledon Public Library Board Meeting

Caledon
Monday, May 25, 2026
6:00 PM - - Public

Albion I?;olton Branch % lerary

AGENDA

1. Callto order
2. Indigenous Acknowledgement

As we gather, we recognize that the Caledon Public Library sits on the Treaty Lands and Territory
of the Mississaugas of the Credit First Nation. We also acknowledge the traditional territory of
the Huron-Wendat and Haudenosaunee peoples.

We acknowledge the cultural injustices of the past and express our collective hope for full truth
and reconciliation in the future.

On this day our meeting place is home to many Indigenous peoples (First Nations, Métis and
Inuit) from across Turtle Island (North America).

We are grateful to have the opportunity to work on this land, and by doing so, we give our
respect to its first inhabitants.

3. Apologies for non-attendance
4. Approval of the agenda
5. Disclosure of pecuniary interest
6. Presentations and Delegations
a. Valuing Caledon Public Library Video
b. Comments from Mayor Annette Groves
7. Consent agenda

(All items under the Consent Agenda are considered to be routine and have been read by
all Board members before the meeting. The items are recommended for approval by the
Chair. They may be enacted in one motion. If any member wishes to discuss an item, it
can be moved anywhere in the agenda.)

a. Minutes of the April 20, 2026 meeting [Attachment 7-A)|

b. Treasurer’s Report and Financial Statements [Attachment 7-B]

c. Strategic Actions Update [Attachment 7-C)

d. Correspondence

8. Business arising from the minutes



9.

10.
11.

12.
13.

14.

15.
16.

17.

Staff Reports

a. CEO/Chief Librarian’s Report {Attachment 9-A]

b. Board Code of Conduct Report [Attachment 9-B)|

c. Public Code of Conduct Report [Attachment 9-C)

d. Employee Code of Conduct Report [Attachment 9-D)|
e. Disconnecting from Work Policy Report [Attachment 9-E]|

f. Remote Work Policy Report [Attachment 9-F)

g. Succession and Leadership Planning Policy Report [Attachment 9-G)

h. Personnel Policy Report [Attachment 9-H)

Board and Committee Reports
CLOSED SESSION

a. Confidential Report re: A position applied to negotiations on behalf of the board -
Draft Memorandum of Understanding between the Caledon Public Library and Town
of Caledon

b. Confidential Report re: Personal matters about an identifiable individual — Staff
Succession Plan Report

New Business

Board Work Plan Review

a. 2026 Board Work Plan [Attachment 13-A)

Board Advocacy and Development

a. Valuing Caledon Public Library Presentation to Council — Tuesday, June 2, 2026 — 2:30
PM, Town Hall

Public Question Period
Time and location of next regular meeting
a. Monday, June 15, 2026, 6 PM — Southfields Village Branch

Adjournment

Attached documents:

|7-A Minutes of the April 20, 2026 meeting |

[/-B Treasurer’s Report and Financial Statements|
[/-C  Strategic Actions Update|

[9-A  CEO/Chief Librarian’s Report|

[9-B  Board Code of Conduct Policy Report |

P-C  Public Code of Conduct Policy Report |




[9-D  Employee Code of Conduct Policy Report |

[9-E Disconnecting from Work Policy Report |

[9-F Remote Work Policy Report |

[9-G  Succession and Leadership Planning Policy Report]|
[9-H Personnel Policy Report |

2026 Board Work Plan |




Attachment 7-A

Caledon Public Library Board Meeting Caledon
Monday, April 20, 2026 & & Public

6:00 p.m. ~Z\~ Library

MINUTES

Present: Tony Maxwell (Chair); Jacqueline lafrate (Vice-Chair); Nicholas Alleyne; Laura
Brady; Scott Goodison; Mary Juric; Domenic Maggi; Councilor Cosimo Napoli;
Councilor Dave Sheen

Staff: Colleen Lipp — CEO | Chief Librarian; Alexandra Hoffmann — Administrative
Coordinator; Leah Rucchetto — Director, Public Service; Roop Sandhu — Director,
Corporate Services and Projects

Absent: None
Note: This meeting was conducted at the Southfields Village Branch.

1. The Chair called the meeting to order at 6:03 PM

2. Indigenous Acknowledgment

As we gather, we recognize that the Caledon Public Library sits on the Treaty Lands and Territory
of the Mississaugas of the Credit First Nation. We also acknowledge the traditional territory of
the Huron-Wendat and Haudenosaunee peoples.

We acknowledge the cultural injustices of the past and express our collective hope for full truth
and reconciliation in the future.

On this day our meeting place is home to many Indigenous peoples (First Nations, Métis and Inuit)
from across Turtle Island (North Americal).

We are grateful to have the opportunity to work on this land, and by doing so, we give our respect
to its first inhabitants.

3. Apologies for non-attendance: None

4. Approval of the Agenda
Motion: That the Caledon Public Library Board approve the agenda as amended to
reflect Mayor Grove’s regrets and defer the delegation to a future meeting.
Moved: Scott Goodison Seconded: Mary Juric
Carried.

5. Disclosure of pecuniary interest: None

6. Consent Agenda
a. Minutes of the March 16, 2026 meeting
b. Treasurer’s Report and Financial Statements
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¢. Quarterly Performance Measures and Statistics Q1 2026
d. Strategic Actions Update
e. Correspondence
i. Town Council re: Conclusion of Discussions with Agricultural Society regarding
Caledon Village Branch co-location — March 27, 2026
Motion: That the Caledon Public Library Board receive all items within the consent
agenda.
Moved: Laura Brady Seconded: Jacqueline lafrate
Carried.

7. Business arising from the minutes:
a. Meeting Evaluation Results
The chair shared highlights and insights received through the meeting evaluation
survey.

8. Staff Reports
a. CEO/Chief Librarian’s Report
Motion: That the Caledon Public Library Board receive the CEO/Chief Librarian’s
Report.
Moved: Nicholas Alleyne Seconded: Laura Brady
Carried.

b. 2025 Valuing Caledon Public Library Report
Motion: That the Caledon Public Library Board receive and endorse the 2025 Valuing
Caledon Public Library Report; and,
That the Caledon Public Library Board direct the CEO/Chief Librarian to request a
delegation to Council as a means of raising awareness of the value of public library
services to Caledon.
Moved: Mary Juric Seconded: Domenic Maggi
Carried.

¢. Board-CEO Partnership Policy Report
Motion: That the Caledon Public Library Board approve and adopt the revised Board-
CEO Partnership Policy
Moved: Domenic Maggi Seconded: Laura Brady
Carried.

d. The Library and Political Elections Policy Report
Motion: That the Caledon Public Library Board approve and adopt the revised Library
and Political Elections Policy
Moved: Nicholas Alleyne Seconded: Jacqueline lafrate
Carried.

e. Fundraising and Gift Acceptance Policy Report
Motion: That the Caledon Public Library Board approve and adopt the revised
Fundraising and Gift Acceptance Policy
Moved: Mary Juric Seconded: Scott Goodison
Carried.
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9. Board and Committee Reports
a. CPL Board CEO/Chief Librarian Performance Evaluation Committee Meeting Minutes -
March 23, 2026
Motion: That the Caledon Public Library Board receive the CEOQ/Chief Librarian
Performance Evaluation Committee Meeting Minutes of March 23, 2026
Moved: Laura Brady Seconded: Jacqueline lafrate
Carried.

i.  CEO/Chief Librarian Performance Appraisal Document Report

Motion: That the Caledon Public Library Board approve and adopt the proposed
CEO-Chief Librarian Goals and Plans for Success (GPS) document and scoring
matrix as recommended by the Board’s CEQO/Chief Librarian Performance
Evaluation Committee

Moved: Laura Brady Seconded: Mary Juric

Carried.

10. New Business: None

11. Board Work Plan
a. 2026 Work Plan Review
Motion: That the Caledon Public Library Board receive and approve the revised 2026
Work Plan.
Moved: Nicholas Alleyne Seconded: Mary Juric
Carried.

12. Board Advocacy and Development
a. Upcoming Advocacy Development Opportunities
i. Why Library Boards Matter: Legal Clarity and Good Governance — OLA
Webinar —Tuesday, April 21, 2026, 12:30 — 2:00 PM. Registration required.
ii. Ontario Library Service (OLS) Spring 2026 Board Assembly Meeting —
Wednesday, May 20th, 6 PM.

13. Public Question Period: No members of the public were present.

14. Time of next regular meeting:
a. Monday, May 25, 2026, 6:00 PM - Albion Bolton Branch

15. Adjournment
Motion: That the meeting adjourn.
Moved: Jacqueline lafrate Seconded: Mary Juric
Carried.

The meeting adjourned at 7:15 PM

Tony Maxwell Colleen Lipp
Chair CEO | Chief Librarian

Page 3 of 3



Attachment 7-B

Treasurer’s Report ﬂWg Caledon

Prepared by Colleen Lipp - - P_U blic
May 2026 ~Z~ Library

2026 Budget

Details of the Library’s 2026 budget as of April 30, 2026 are attached as Appendix A. Items of
note include:
e Delayed receipt of 2025 revenues, collected on the Library’s behalf by the vendor used
in automating public printing, has resulted in larger than usual monthly Miscellaneous

revenues.
o With the exception of rental costs for the Belfountain lockers, lease fees for the library
branches have not yet been posted, resulting in favourable monthly and year-to-date

variances within the Public Services budget.

2027 Budget

A budget timeline (Figure 1) was shared by Town Finance at the May 7" meeting to kick off the
2027 budget. Though the new term of Council’s inaugural meeting is scheduled for the middle
of November, the proposed timeline is largely in keeping with the 2026 budget schedule. This
will again necessitate that the Library provide capital and operating submissions, including any
proposed changes in service level, in advance of the Board’s scheduled review and approval in

August.

5-Year Capital Plan
Development

Business Plan Development

. Budget
; : Budget Review and Budget Book J Budget
Operating and Capital Budget Development AR d Deliber -
Prioritization Development g Approval
ation
Operati .
Budget P .rg Commissioner 3 New
Kick-off 5- Year and Capital Election c |
ick-0 Capital Plan Budget review ounci
due Submission

due

Figure 1 — 2027 Budget Timeline



A budget target of a 3% tax increase with a 1% infrastructure levy was shared at the meeting,
along with budget assumptions regarding cost-of-living allowances (COLA), general inflation
impacts and anticipated increases for specific expense types, including insurance. It was
suggested that this budget focuses on capital investment and that any new staffing requested
through Changes in Service Level would be considered only in extenuating circumstances.

Revisions to the 5-year capital forecast are to be confirmed by May 29t with all resulting
business cases, staff headcount, changes in service levels and base operating budgets to be
submitted by the end of June. Recommended updates to the Library’s 5-year forecast are
documented in Appendix B. Product research and quotes are still in progress and will inform
any further revisions to project costs. Changes to project timelines have also been noted and
project numbers updated accordingly.

Projects being deferred from 2027 to 2028:
e 26-048 Mayfield West Branch — Materials
e 27-015 Library Branch Open Access — Alton
e 27-015 Alton Branch Refurbishment
e 27-048 Library Self-Check and RFID

Projects being move forward from 2028 to 2027:
e 28-019 Mobile Library / Bookmobile

The Town has also advised that the community centre and library branch planned for the
Mayfield West Il neighbourhood will not be included within the 2027 budget. As such, the
capital project (27-166 Mayfield West Library Branch) has also been deferred to 2028.

The Library’s full budget will be finalized and compiled within a report for consideration by the
Board’s Finance Committee at a meeting to be scheduled in advance of the full Board’s review
at the August 24" meeting.

Grants

Summer Student Funding

CPL was advised of the success of its applications for one position with the Canada Summer
Jobs (CSJ) and two positions with the Young Canada Works (YCW) student employment
programs. Given the Library’s need for only two positions and the preferred level of funding
available through the Young Canada Works program, the Library has declined the Canada
Summer Jobs funding for 2026.

The YCW federal government initiative will fund approximately 50% of wages for two student
positions within the Programming and Outreach and Maker and Emerging and Technologies
departments. The remaining funding is provided through the Library Intern, Co-op, and Summer
Students program, as approved through the 2025 budget. These positions will support the
Library’s Summer Reading Club and Maker camps from June to August.



Brampton and Caledon Community Foundation (BACCF)

As previously reported, the Library had applied for funding from the Brampton and Caledon
Community Foundation (BACCF) to support the creation of a Mobile Makerspace to expand
access to creative technologies and future-ready skills to Caledon’s Village Branches. The Library
was recently advised that BACCF will be funding $4,550 of the $5,900 requested. It was also
stipulated that these funds be used towards the purchase of the core equipment. Remaining costs
associated with purchase of travel cases to ensure the safe transportation of this equipment can be

supported within the Library’s available budget. The cheque and the grant agreement will be distributed
at a Foundation lunch planned for June.

Enhancing Access to Spaces for Everyone (EASE) Grant

An application to the Province’s Enhancing Access to Spaces for Everyone (EASE) funding
program has been submitted in support of the planned creation of a universal washroom as
part of the Caledon Village Branch refurbishment. Project costs of $50,095 have been
identified and, if granted, will offset the tax component of the larger capital project.

As the washroom is located adjacent to the branch and is also used by visitors to the
community room on the lower level, this project will benefit a broad range of residents. A
letter of support for the project was provided by the Town of Caledon.

It is anticipated that the Library will be advised of the project’s funding status in the Fall of 2026.

Recommended Motion

That the Caledon Public Library Board receive the Treasurer’s Report



Appendix A

Caedon Publa Lbrery
BT Ol Coxls - Badpel v Asfasl by Ol Carlrs
TOWN OF CALEDON #0 of Sl 0, 202
April April Monthly YTD YTD YTD Annual Percentage Annual
Budget Actuals Variance Budget Actuals Variance Budget Expended Variance
40010 Administration

50050 Miscellaneous -1,600.00 -2,965.56 1,365.56 -6,400.00 -5,933.65 -466.35 -20,000.00 29.7% -14,066.35
50075 Postage Reimbursement -2,000.00 -1,854.30 -145.70 -2,000.00 -145.70
50125 Merchandise Sales -250.00 -27.00 -223.00 -1,000.00 -222.00 -778.00 -3,000.00 7.4% -2,778.00
50235 Fundraising -60.00 60.00 -120.00

50319 Grants/Subsidies 0.00 -68,000.00 0.0% -68,000.00
50570 Donations 0.00 41.80 -41.80 -41.80
50705 Fines/Fees -800.00 -536.07 -263.93 -3,200.00 -2,011.21 -1,188.79 -10,000.00 20.1% -7,988.79
50725 Comm.Access Prgm Funding -441.50 442 -441.50 441.50 -10,000.00 4.4% -9,558.50
50750 Book Sales -210.00 -196.50 -13.50 -820.00 -767.25 -52.75 -2,500.00 30.7% -1,732.75
50770 FOL-Recoverable 0.00 -6,783.86 6,783.86 6,783.86
61510 Salaries-Permanent 22,867.00 22,391.94 475.06 88,038.00 85,845.04 2,192.96 298,408.00 28.8% 212,562.96
61513 Benefits-Permanent 6,860.00 6,949.56 -89.56 26,411.00 26,671.10 -260.10 89,523.00 29.8% 62,851.90
61520 Wages-Casual Temporary 2,996.00 2,996 10,786.00 10,786.00 39,100.00 0.0% 39,100.00
61523 Benefits-Casual Temporary 360.00 360 1,296.00 1,296.00 4,692.00 0.0% 4,692.00
62018 Operating Supplies 60.00 5.12 54.88 240.00 62.98 177.02 760.00 8.3% 697.02
62129 FOL-Initiatives 0.00 1,899.67 -1,899.67 -1,899.67
62244 Bank Charges 250.00 15.00 235.00 1,000.00 592.11 407.89 3,000.00 19.7% 2,407.89
62253 Lib. Brd Education & Exp. 225.00 484.19 -259.19 2,450.00 2,236.05 213.95 5,000.00 44.7% 2,763.95
62310 Training/Development/Seminars 15.26 -15.26 -15.26
62311 Memberships/Dues 150.00 90.00 60.00 10,450.00 18,430.80 -7,980.80 16,500.00 111.7% -1,930.80
62317 Audit -4,968.00 -5,032.00 64.00 4,870.00 -103.3% 9,902.00
62335 Contracted Services 667.00 667.00 2,668.00 2,668.00 8,000.00 0.0% 8,000.00
62360 Fundraising 0.00 0.00
62416 Interdepartmental Charges 0.00 475,791.00 0.0% 475,791.00
62437 Contribution to Reserves 0.00 0.00
Total 40010 Administration 31,575.00 25,709.18 5,865.82 124,951.00 112,629.04 12,321.96 830,144.00 13.6% 717,514.96

41010 Library Public Services

61510 Salaries-Permanent 107,433.00 100,642.74 6,790.26 413,617.00 381,501.86 32,115.14 1,401,979.00 27.2% 1,020,477.14
61513 Benefits-Permanent 32,230.00 31,583.97 646.03 124,086.00 119,813.51 4,272.49 420,594.00 28.5% 300,780.49
61520 Wages-Casual Temporary 85,868.00 91,241.83 -5,373.83 309,125.00 322,986.54 -13,861.54 1,120,596.00 28.8% 797,609.46
61521 Overtime-Casual Temporary 464.84 2,166.31

61523 Benefits-Casual Temporary 10,304.00 13,387.17 -3,083.17 37,096.00 49,402.30 -12,306.30 134,472.00 36.7% 85,069.70
62018 Operating Supplies 1,005.00 857.54 147.46 4,020.00 4,144.91 -124.91 12,069.00 34.3% 7,924.09
62312 Insurance 5,843.00 5843 5,843.00 5,843.00 5,843.00 0.0% 5,843.00
62321 Rental-Facility 358,545.00 358,545.00 358,545.00 857.29 357,687.71 358,545.00 0.2% 357,687.71
62335 Contracted Services 4,317.00 2,640.68 1,676.32 17,934.00 12,118.10 5815.90 58,588.00 20.7% 46,469.90
62346 Courier 2,983.00 5,023.30 -2,040.30 11,936.00 9,595.51 2,340.49 35,800.00 26.8% 26,204.49

Total 41010 Library Public Services 608,528.00 245,842.07 362,685.93 1,282,202.00 902,586.33 379,615.67 3,548,486.00 25.4% 2,645,899.67




Caedon Publa Lbrery
ST Okt ol - Pt v Al brv Cirskt Corfirm

TOWN OF CALEDON #0 of Spl 30, 2025
April April Monthly YTD YTD YTD Annual Percentage Annual
Budget Actuals Variance Budget Actuals Variance Budget Expended Variance

41015 Collections and Access Services

61510 Salaries-Permanent 32,630.00 35,411.80 -2,781.80 125,625.00 125,956.49 -331.49 425,821.00 29.6% 299,864.51
61513 Benefits-Permanent 9,789.00 10,068.57 -279.57 37,687.00 37,642.66 44.34 127,746.00 29.5% 90,103.34
62018 Operating Supplies 450.00 35.38 414.62 1,250.00 278.41 971.59 4,000.00 7.0% 3,721.59
62058 Online Databases 0.00 98,001.00 90,732.71 7,268.29 99,446.00 91.2% 8,713.29
Total 41015 Collections and Access Services 42,869.00 45,515.75 -2,646.75 262,563.00 254,610.27 7,952.73 657,013.00 38.8% 402,402.73
41020 Library Grants
50319 Grants/Subsidies (Revenue) 0.00 -4,752.00 4,752.00 -4,752.00
61520 Wages-Casual Temporary 0.00 1,874.10 -1,874.10 1,874.10
61523 Benefits-Casual Temporary 0.00 172.53 -172.53 172.53
62319 Grants (Expenses) 0.00 0.00 0.00
Total 41020 Library Grants 0.00 0.00 -2,705.37 2,705.37 2,705.37

41025 Library Info Technology

61510 Salaries-Permanent 31,306.00 24,849.99 6,456.01 120,528.00 94,306.62 26,221.38 408,548.00 23.1% 314,241.38
61513 Benefits-Permanent 9,392.00 8,021.24 1,370.76 36,159.00 30,491.44 5,667.56 122,565.00 24.9% 92,073.56
62018 Operating Supplies 1,090.00 595.46 494.54 4,360.00 1,366.61 2,993.39 13,100.00 10.4% 11,733.39
62303 New Staff Technology 3,500.00 3,500.00 3,500.00 0.0% 3,500.00
62304 Automation 300.00 22.94 277.06 46,600.00 62,681.14 -16,081.14 67,000.00 93.6% 4,318.86
62305 Computer Services 9,248.00 7,729.38 1,518.62 36,992.00 26,263.16 10,728.84 110,980.00 23.7% 84,716.84
62312 Insurance 0.00 2,563.00 2,563.00 5,450.00 0.0% 5,450.00
62335 Contracted Services 3,166.00 3,814.26 -648.26 12,664.00 8,655.27 4,008.73 38,000.00 22.8% 29,344.73
62396 Mobile Phones / Pagers 615.00 327.68 287.32 2,460.00 954.72 1,505.28 7,380.00 12.9% 6,425.28
62397 Telephone 3,080.00 2,967.88 112.12 12,320.00 8,917.69 3,402.31 36,970.00 24.1% 28,052.31
63037 Software Licence Subscription 6,000.00 687.99 5,312.01 18,000.00 7,678.43 10,321.57 52,970.00 14.5% 45,291.57
Total 41025 Library Info Technology 64,197.00 49,016.82 15,180.18 296,146.00 241,315.08 54,830.92 866,463.00 27.9% 625,147.92

41030 Programming and Outreach Services

61510 Salaries-Permanent 45,611.00 45,101.30 509.70 175,602.00 164,451.42 11,150.58 595,221.00 27.6% 430,769.58
61513 Benefits-Permanent 13,683.00 14,350.09 -667.09 52,680.00 52,601.63 78.37 178,566.00 29.5% 125,964.37
61520 Wages-Casual Temporary 0.00 -52.00 6,283.94 -6,335.94 -52.00 -12084.5% -6,335.94
61523 Benefits-Casual Temporary 0.00 -6.00 1,169.84 -1,175.84 -6.00 -19497.3% -1,175.84
62018 Operating Supplies 256.61 -256.61 375.00 372.34 2.66 1,700.00 21.9% 1,327.66
62414 Special Programs 1,800.00 3,587.18 -1,787.18 9,040.00 10,110.81 -1,070.81 31,500.00 32.1% 21,389.19
Total 41030 Programming and Outreach Services 61,094.00 63,295.18 -2,201.18 237,639.00 234,989.98 2,649.02 806,929.00 29.1% 571,939.02

41035 Communications and Cultural Development

61510 Salaries-Permanent 31,060.00 36,528.26 -5,468.26 119,581.00 120,827.45 -1,246.45 405,338.00 29.8% 284,510.55
61513 Benefits-Permanent 9,318.00 10,371.69 -1,053.69 35,874.00 37,824.62 -1,950.62 121,601.00 31.1% 83,776.38
62018 Operating Supplies 500.00 64.25 435.75 2,000.00 1,930.80 69.20 7,877.00 24.5% 5,946.20

62304 Automation 750.00 93.62 656.38 2,950.00 422.15 2,527.85 6,350.00 6.6% 5,927.85



Caledon Publa Lbrery
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TOWN OF CALEDON #0 of Sl 0, 202
April April Monthly YTD YTD YTD Annual Percentage Annual
Budget Actuals Variance Budget Actuals Variance Budget Expended Variance
62315 Printing & Advertising 1,200.00 2,686.03 -1,486.03 6,150.00 6,140.58 9.42 20,080.00 30.6% 13,939.42
62335 Contracted Services 91.58 -91.58 1,740.09 -1,740.09 2,500.00 69.6% 759.91
62414 Special Programs 500.00 500.00 1,000.00 1,000.00 6,000.00 0.0% 6,000.00
Total 41035 Communications/Community Dev 43,328.00 49,835.43 -6,507.43 167,555.00 168,885.69 -1,330.69 569,746.00 29.6% 400,860.31
41045 Corporate Services & Projects
61510 Salaries-Permanent 10,692.00 10,623.23 68.77 41,164.00 40,291.10 872.90 139,525.00 28.9% 99,233.90
61513 Benefits-Permanent 3,208.00 3,374.57 -166.57 12,350.00 12,821.56 -471.56 41,857.00 30.6% 29,035.44
62310 Training/Development/Seminars 2,000.00 3,817.97 -1,817.97 28,000.00 28,414.63 -414.63 64,610.00 44.0% 36,195.37
62314 Mileage 1,300.00 869.37 430.63 3,300.00 1,805.79 1,494.21 9,500.00 19.0% 7,694.21
62322 Postage 210.00 210.00 840.00 380.39 459.61 2,500.00 15.2% 2,119.61
62335 Contracted Services 167.00 204.00 -37.00 668.00 204.00 464.00 2,000.00 10.2% 1,796.00
Total 41045 Corporate Services & Projects 17,577.00 18,889.14 -1,312.14 86,322.00 83,917.47 2,404.53 259,992.00 32.3% 176,074.53
41050 Maker & Emerging Technologies
61510 Salaries-Permanent 27,804.00 27,584.79 219.21 107,045.00 105,178.01 1,866.99 362,836.00 29.0% 257,657.99
61513 Benefits-Permanent 8,341.00 8,713.43 -372.43 32,113.00 33,174.79 -1,061.79 108,851.00 30.5% 75,676.21
62018 Operating Supplies 10.24 -10.24 350.00 125.97 224.03 700.00 18.0% 574.03
62414 Special Programs 1,300.00 683.62 616.38 3,150.00 3,129.33 20.67 7,800.00 40.1% 4,670.67
Total 41050 Maker & Emerging Technologies 37,445.00 36,992.08 452.92 142,658.00 141,608.10 1,049.90 480,187.00 29.5% 338,578.90
Total Caledon Public Library-Lending Services 906,613.00 535,095.65 371,517.35 2,600,036.00 2,137,836.59 462,199.41 8,018,960.00 26.7% 5,881,123.41
Capital Project Expense Report - as of April 30, 2026
Expended Expended Total Project Deficit Remaining Percentage Status
Budget Previous Year(s) 2026 YTD Spend to Date Forwarded to 2025 Funding Expended
Capital Projects - Previous Years
23-035 Library Implementation of Microsoft 365 25,000.00 15,271.88 31.74 15,303.62 9,696.38 61.2%
23-120 Library Furniture Replacement 60,000.00 41,845.73 1,738.32 43,584.05 4,458.00 11,957.95 80.1%
25-031 Library Access P1 Inglwood 64,000.00 45,094.48 1,170.24 46,264.72 17,735.28 72.3%
25-062 Library Materials & Collections 2025 500,000.00 456,933.39 702.56 457,635.95 42,010.18 353.87 99.9%
59275 Capital Donations 711.75
Total Library Collections and Materials (25-062) 500,711.75 456,933.39 702.56 457,635.95 42,010.18 1,065.62 99.8%
25-063 Library IT Equipment 115,000.00 38,796.95 2,090.49 40,887.44 74,112.56 35.6%
Capital Projects - Current Year
26-099 Library Materials & Collections 2026 500,000.00 6,178.85 194,977.67 201,156.52 298,843.48 40.2%
Additional revenue (LSC dissolution) 9,814.82
Total Library Collections and Materials (26-099) 509,814.82 6,178.85 194,977.67 201,156.52 308,658.30 39.5%
26-238 Library IT Equipment 2026 141,000.00 564.33 564.33 140,435.67 0.4%
26-239 Library Cybersecurity Infrastructure 50,000.00 0.00 50,000.00 0.0%
26-240 Caledon Village Branch Refurbishment 920,000.00 0.00 920,000.00 0.0%
Library Reserve Balances - as of April 30, 2026
08-07-900-35043-000-25000 Library Donation and Bequest Reserve Fund 17,955.78
08-07-900-35051-000-25000 Library General Reserve Fund 26,899.41




Appendix B

2027-2031 Total Capital Project Details and Funding Sources - Draft

2027 2028 2029 2030 2031 Project Cost Tax Levy Reserves DC Gas Tax Debenture Other Total Funding
017 Caledon Public Library

00-011 Technology and Furniture
59105 Tax 250,000 275,000 300,000 300,000 350,000 1,225,000 1,225,000 1,225,000
69001 040 Machinery, Equipment, & Information Technology {250,000} (275,000) (300,000) (300,000) (350,000) (1,225,000) (1,225,000)
Total 00-011 Technology and Furniture 1,225,000

00-028 Library Collection and Materials
59105 Tax 550,000 600,000 600,000 625,000 650,000 2,475,000 2,475,000 2,475,000
69001 040 Machinery, Equipment, & Information Technology {550,000} (600,000) (600,000) (625,000) (650,000) (3,025,000) (2,475,000)
Total 00-028 Library Collection and Materials 2,475,000

26-048 Mayfield West Branch - Materials (28-143)
59315 DC Library 800,000 800,000 800,000 800,000 800,000
69001 040 Machinery, Equipment, & Information Technology {800,000} (800,000) (800,000) (800,000)
Total 26-048 Mayfield West Branch - Materials (28-143) 800,000

27-015 Library Branch Open Access - Alton (28-144)
59315 DC Library 70,000 70,000 70,000 70,000 70,000
69001 040 Machinery, Equipment, & Information Technology {76,000} (70,000) (70,000) (70,000)
Total 27-015 Library Branch Open Access - Alton (28-144) 70,000

27-018 Alton Branch Refurbishment (28-145)
59105 Tax 343,750 343,750 343,750 343,750 343,750
59315 DC Library 1031250 1,031,250 1,031,250 1,031,250 1,031,250
69001 020 Buildings {3,200,000) (1,200,000) (1,200,000) (1,200,000)
69001 030 Furniture & Fixtures e (175,000) (175,000) (175,000)
Total 27-018 Alton Branch Refurbishment (28-145) 343,750 1,031,250

27-048 Library Self-Check and RFID (28-146)
59315 DC Library 300,000 300,000 300,000 300,000 300,000
69001 040 Machinery, Equipment, & Information Technology {300,000} (300,000) (300,000) (300,000)
Total 27-048 Library Self-Check and RFID (28-146) 300,000

27-162 Library Service Kiosks - Phase 1
59315 DC Library 160,000 160,000 160,000 160,000
69001 040 Machinery, Equipment, & Information Technology (160,000) (160,000) (160,000)
Total 27-162 Library Service Kiosks - Phase 1 160,000

27-164 Library Branch Open Access - Caledon Village
59315 DC Library 65,000 65,000 65,000 65,000
69001 040 Machinery, Equipment, & Information Technology (65,000) (65,000) (65,000)
Total 27-164 Library Branch Open Access - Caledon Village 65,000

27-165 Library Replacement Furniture and-Fixtures
59105 Tax 80,000 80,000 80,000 75,000
69001 030 Furniture & Fixtures (80,000) (80,000) (75,000)
Total 27-165 Library Furniture and Fixtures 80,000

27-166 Mayfield West Library Branch
59315 DC Library 700,000 700,000 8,386,670 8,386,660 8,386,660 25,859,990 25,859,990 25,859,990
69001 020 Buildings {696,500) (696,500) (8,344,737) (8,344,727) (8,344,727)  (25,730,691) (25,730,691)
69010 Project Management Fee {3,500} (3,500) (41,933) (41,933) (41,933) (129,299) (129,299)
Total 27-166 Mayfield West Library Branch 25,859,990

27-168 Library Website Accessibility Audit
59105 Tax 18,500 18,500 18,500 18,500
69001 000 Non-TCA (18,500) (18,500) (18,500)
Total 27-168 Library Website Accessibility Audit 18,500

27-183 Library Collections and Materials 2027
59105 Tax 550,000 550,000 550,000 75,000
69001 030 Furniture & Fixtures (550,000) (550,000) (75,000)




2027-2031 Total Capital Project Details and Funding Sources - Draft

2027 2028 2029 2030 2031 Project Cost Tax Levy Reserves DC Gas Tax Other Total Funding

Total 27-183 Library Collections and Materials 2027 550,000

27-184 Library IT Equipment Replacement 2027
59105 Tax 150,000 150,000 150,000 75,000
69001 040 Machinery, Equipment, & Information Technology (150,000) (150,000) (75,000)
Total 27-184 Library IT Equipment Replacement 2027 150,000

27-185 Library Interior Maintenance and Painting
59105 Tax 50,000 50,000 50,000 75,000
69001 020 Buildings (50,000) (50,000) (75,000)
Total Library Interior Maintenance and Painting 50,000

27-186 Caledon East Library Branch Signage and Wayfinding
59105 Tax 10,000 10,000 10,000 75,000
69001 040 Machinery, Equipment, & Information Technology (10,000) (10,000) (75,000)
Total 27-186 Caledon East Library Branch Signage and Wayfinding 10,000

28-001 Strategic Plan
59105 Tax 75,000 75,000 75,000 75,000
69001 000 Non-TCA (75,000) (75,000) (75,000)
Total 28-001 Strategic Plan 75,000

28-019 Mobile Library / Bookmobile (27-188)
59315 DC Library 245,000 225;000 245,000 245,000 245,000
69001 040 Machinery, Equipment, & Information Technology (30,000) (30,000) (30,000)
69001 050 Vehicles (215,000) {225,000} (215,000) (215,000)
Total 28-019 Mobile Library / Bookmobile (27-188) 245,000

28-020 New Independant Integrated Library System (ILS)
59315 DC Library 170,000 170,000 170,000 170,000
69001 040 Machinery, Equipment, & Information Technology (170,000) (170,000) (170,000)
Total 28-020 New Independant Integrated Library System (ILS) 170,000

30-005 Library Service Kiosks - Phase 2
59315 DC Library 170,000 170,000 170,000 170,000
69001 040 Machinery, Equipment, & Information Technology (170,000) (170,000) (170,000)
Total 30-005 Library Service Kiosks - Phase 2 170,000

30-006 Macville / Caledon Station Branch
59315 DC Library 7,592,500 7,592,500 15,185,000 15,185,000 15,185,000
69001 020 Buildings (7,592,500) (7,592,500)|  (15,185,000) (15,185,000)
Total 30-006 Macville / Caledon Station Branch 15,185,000

4,977,250 44,056,240 49,033,490

Total Caledon Public Library
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Community Connections
In addition to all of the core early literacy, maker, partner and active living and learning programs continually offered,
some items of interest included:

Programs for children, tweens & families:

DIY Star Wars Terrariums

Gotta Trade 'Em All: Family Pokémon Trading Night

Henna Art for families

Surprise Story times:
A "Tea" Rex Party in partnership with BrightStart
Cheep, cheep it's Baby Chicks with local author Carolyn Morris
Superhero Party in partnership with BrightStart

Programs for teens and adults included:
Afternoon Film Club: Life Animated
Dungeons and Dragons Club
Electronic Music for Teens with Jay Peterson
Meditative Mandalas for Beginners
Seniors Social Circle: Spring Yard Birds
Teen Library Takeovers: Video Games & VR and Stranger Things Escape Room

Staff continue to facilitate the ever popular Afterschool Minecraft Club for Tweens, which provides participants with
opportunities to build, explore, and collaborate in a safe, welcoming and creative environment through Minecraft
gameplay. The program encourages teamwork, problem-solving, digital literacy, and social interaction through
interactive gaming and collaborative challenges.

Staff hosted a Sensory Story time and DIY Resources with Kinark Autism Services. The program provided parents and
caregivers with an opportunity develop individualized visual supports for their children, including token/reward
charts, choice boards, and social narratives using free materials provided on site. A sensory story time and play-based
activities were facilitated by library and Kinark staff, offering a welcoming and inclusive environment for children and
their families.

As part of the first Annual Family Fandom Fun Day, staff facilitated and hosted Dungeons & Dragons Mini Adventure
Kablam's Potion Crafting Workshop. This interactive all-ages program led by Alexander Nicholls that introduced
participants to the imaginative world of tabletop role-playing through a series of short, beginner-friendly Dungeons &
Dragons-style adventures. Other library staff-led activities included branding tumblers and totes in the Cory Trepanier
Creativity Studio, Escape Rooms, Star Wars themed activities, and button making.

Maker Programming
CPL Makers: "Learn to" series for Cricut, xTool, 3D Printer
CPL Makers: Cricut Crafternoon
CPL Makers: Sew a Waxed Denim Bag
CPL Makers: Sew-cial Club & Cricut Craft Social
CPL Teen Makers: Maker Tech Drop-In



This month, Makerspaces programming focused on youth engagement, community partnership, and expanding
access. Staff welcomed two elementary school classes for hands-on learning with laser cutting, Cricut, and design
thinking, introducing students to creative technologies and problem-solving. The Town of Caledon’s Youth Advisory
Committee members visited to design a custom logo and produce t-shirts and a plaque for Town offices, combining
digital skills with civic engagement. To improve access, we piloted Cricut Crafternoon, a new drop-in program at
smaller branches that offers more flexible participation and reduces barriers to entry.

Library staff attended the following community events to raise awareness of CPL's services:
Bolton Mills Retirement Home outreach to promote Visiting Library Services and Library Resources
Town of Caledon Corporate Services Orientation & Library 101 presentation
Town of Caledon's Youth Advisory Council Makerspace Orientation & Workshop, including Library 101 refresher

Virtual Library 101 Presentation for CCS' LINC Students: CPL hosted a virtual Library 101 presentation for CCS'
Language Instruction for Newcomers to Canada (LINC) students, showcasing the library's services, programs, and
collections.

Caledon Hills Bruce Trail Club's Spring Social & AGM: Staff engaged with approximately 70 club members during this
event, providing an opportunity for members to learn about CPL's Library of Things collection, services and programs -
with a focus on items related to the outdoors.

Learning & Growth

As per the i-dentified objective to "ensure sustainable growth and ongoing improvements in service delivery by
enhancing staffing levels, building staff capacity, and supporting staff development" staff representatives and
members of the leadership team participated in and contributed to the following learning opportunities over the past

Booklist: Adult Faves

Evaluating Al Content: What Librarians and Educators Need to Know

Mental Health Across Generations Workshop for People Leaders

Municipal Relations and Your Library - Part 2 with Manager, Communications of Hamilton Public Library
Reduce the Fear: How to lead teams in the age of Al

Staying Ahead: Technology Shifts and Their Impact on Libraries

Supporting New Canadians at Your Library
Thread: Navigating Change in Libraries

TLC's Staff Tech Training Days: Fifty-two staff across all departments participated in one of three full-day technology
training days coordinated by The Learning Committee (TLC). Designed to strengthen digital literacy and service
delivery skills, training sessions focused on accessibility, digital resources, STEAM concepts, maker design, and
emerging technologies such as artificial intelligence, providing staff with practical knowledge to support evolving
customer needs and library services.

As part of CPL's Speaker series, staff hosted Brains of All Kinds: Celebrating Neurodiversity in the Community
featuring Kimberly Van Ryn, founder of Branching Out Support Services in Orangeville. The session provided
attendees with opportunities to explore and better understand neurodivergent experiences, through personal
insights, guided discussion, and practical strategies for fostering inclusive and accessible environments in everyday life.
Participants engaged in a question and answer period following the presentation, which encouraged meaningful
dialogue increased awareness, and the sharing of diverse perspectives within a supportive community setting.

The Reading Garden at Southfields Village reopened for the season on May 8. This summer, Public Service staff will
pilot an enhanced gardening initiative featuring herbs and vegetables from previous years, alongside a new focus on
pollinator and native plants, as well as sensory-friendly plantings designed to support interactive experiences for
children.



Informed Service Development

Library has secured a subscription to LibraryData from BookNet Canada. This resource offers access to public library
and publisher's statistics, circulation data and publishing trends and will inform the Collections and Access Services
team's development and management of library collections.

The following resident comments were recently shared in branch, via email or through the Library's social media
channels:

"I visit the Southfields Village Branch frequently, as I'm a student, and | was wondering if the Town of Caledon has
considered implementing "After Hours" extended closing time for a few of its branches, similar to a handful of the
Brampton library branches. Closing at 4 pm during the weekend is a bit early, and | think it would be beneficial to
students if possible to do so. | would just go to the Brampton branches that offer this service, but | am not a Brampton
resident with a library card, which is required to attend." - In-branch comment form.

"I was just informed that users of the makerspace will need to purchase material. As an individual living under the
poverty line, | have valued the library for its accessibility. | would love you to revisit this policy chance to maintain the
accessibility of the library. Many thanks for your consideration.” - In-branch comment form.

"We loooooove the Alton branch of the Caledon Library :) It is beautiful, warm and welcoming :) The staff is incredible!
When patrons walk in, the staff welcome us by name, with warm smiles, ready to help :)
Thank you for everything you do! " - 5 stars Google review for Alton Branch

"Was helped by the member of your agency in finding resources while | was hunting for work. Thank you for assisting
me, | have found a job now." - In-branch comment form.

Intellectual Freedom & Civic Dialogue

In partnership with the Malton Women's Council, the Library is hosting The Saweera Project, a four-part community
engagement series focussed on preventing gender-based violence (GBV) through education dialogue, and allyship. The
initiative engages South Asian men and boys as active participants in fostering healthy relationships, advancing gender
equity and building safer communities. The program series strengthens community capacity and expands access to

culturally responsive GBV prevention supports through the following components: Community Engagement, Social
Media Campaign Development, Peer Support and Allyship and Capacity Building Workshops.

CPL hosted the Let's Get Writing - AWA Generative Writing Workshop, a creative writing workshop facilitated by
local author Carol Good, that provided participants with opportunities to strengthen their writing voice through
guided generative writing exercises, collaborative discussion, and constructive peer feedback in a supportive group
environment. Using the Amherst Writers & Artists (AWA) method developed by Pat Scheinder and outlined in Writing
Alone and With Others, the workshop encouraged participants to create, share, listen and learn together in an
inclusive and respectful setting. Participants also received curated resources and materials to support their ongoing
writing development beyond the workshop sessions.

The following links provide a highlight of CPL's recent media coverage:
April info sessions aim to help Caledon election candidates
Caledon Public Library invites community to share feedback on technology services - Just Sayin' Caledon

Caledon Public Library staff’s favourite databases - Just Sayin' Caledon
Checked Out Through Time: ABHS presentation explores deep roots of Caledon’s Public Library system | Caledon

Friends of Caledon Public Library find new home | Caledon Citizen
Shaun Booth appearing at Caledon Public Library’s World Migratory Bird Day event on May 9 at the Alton Branch!
| FM101 Orangeville Today
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Advocacy and Governance

Alberta’s Bill 28

Despite the significant advocacy efforts of the public library sector, Alberta’s Bill 28, the Municipal
Affairs and Housing Statutes Amendment Act, 2026, received Royal Ascent on May 14, 2026. This
legislation addresses several areas of municipal governance, including significant changes to the
Alberta Libraries Act. Bill 28 shifts the authority currently granted to community-appointed boards
and trained staff to the Ministry of Municipal Affairs, including:

e Allowing the Minister to appoint inspectors to enter any public library and inspect library
property, including collections and board records, and requiring library employees to
answer questions and provide information. Such inspections may result in any order the
Minister considers appropriate. Previous legislation allowed only for inspection of board
records.

e Providing the Minister with power to make regulations, restricting who can access or
borrow library materials based on age. Details of what materials would be restricted, what
age thresholds would apply or how restrictions may be enforced will be confirmed through
later regulations.

e Empowering the Minister to issue guidelines on how libraries are to interpret and apply
future regulations.

While this legislation has no immediate implications for Ontario public libraries, it does
demonstrate a further erosion of intellectual freedom within Canada, mirroring trends seen south
of the border in recent years. A letter to Premier Smith and the Minister of Municipal Affairs from
the Federation of Ontario Public Libraries (FOPL) is attached as Appendix A. A related Statement
on the Continued Protection of Canadian Public Libraries in response to this legislation is attached

as Appendix B.

Municipal Buy Ontario Procurement Directive

The Ontario government introduced the Buy Ontario Act (Public Sector Procurement), 2025 at the
end of last year. This legislation allows the government to issue procurement directives that
require public sector agencies to prioritize goods and services produced in Ontario and Canada.
This has been formalized through the recently released Municipal Buy Ontario Procurement
Directive, which includes requirements related to fleet vehicles and capital infrastructure. This



directive applies to municipalities and local boards, including public libraries, and is being phased
in as follows:

e Municipalities — Fleet vehicles — April 13, 2026
e Municipalities — Capital infrastructure — May 15, 2026
e Local boards — Capital infrastructure and fleet — June 1, 2026

The Province has provided training and a variety of methodologies for aligning with these
legislative requirements. This will have no impact on the vast majority of the Library’s purchasing
though will need to be considered when procuring a contractor and architect for the planned
renovation of the Caledon Village Branch and in purchasing a mobile library vehicle, if funded as
part of the 2027 budget.

Library Services

Hours of Operation — Margaret Dunn Valleywood (MDV) Collaboration Studio

Effective May 21, 2026, the hours of operation at the MDV Collaboration Studio will shift from 12
— 9 PM to 11:30 AM -8:30 PM on Thursdays. This change has no impact on the total number of
hours that the branch is available to the public. Rather it aligns the facility’s closing time with
those already in place at other branches while also responding to customer requests for earlier
access to the branch.

Window Replacements — Albion Bolton Branch

The long-anticipated window replacement for the Albion Bolton Community Centre, including the
Library, began in mid-May. Managed and funded by the Town, the initial phase of this project
included the replacement of skylights in the lobby and library atrium. As of the writing of this
report, the large two-story window on the north side of the branch has been replaced and the
replacement of windows throughout the rest of the branch are underway. This project will require
temporary limitations on customer access to certain parts of the collection and the occasional
relocation of staff, however replacements of windows in public spaces are being scheduled to
reduce the impact on customers whenever possible.

Recommended Motion

That the Caledon Public Library Board receive the CEO/Chief Librarian’s Report
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May 8, 2026

The Honourable Dan Williams
Minister of Municipal Affairs
320 Legislature Building,
10800 - 97 Avenue,
Edmonton, AB T5K 2B6

Subject: Opposition to Bill 28 and Defense of Local Library Governance

Dear Premier Smith and Minister Williams,

On behalf of the Federation of Ontario Public Libraries, | am writing to urge you to stand in
defense of intellectual freedom and democratic local governance in the face of unprecedented
provincial overreach occurring in Alberta. The Federation of Ontario Public Libraries (FOPL)
represents over 350 library systems in Ontario, with over 1100 branches in nearly every
community in the province. We write to express our unwavering support for the position
statements of the Coalition of Alberta Public Libraries (CAP Libraries) and the Canadian
Federation of Library Associations-Federation canadienne des associations de bibliotheques
(CFLA-FCAB) regarding Alberta's Bill 28.

As FOPL has strongly affirmed, local governance, trained library professionals, and community
accountability are what make public libraries successful, and trust must be earned through
consistency and transparency, not government overreach. This provincial legislation
fundamentally undermines freedom of expression, local decision-making, and the privacy of
citizens.

Granting a single provincial minister sweeping, discretionary authority, with insufficient
safeguards, to bypass local library boards and deploy inspectors to examine library records is a
direct threat to the democratic institutions that Canadians rely on.

From beyond Alberta's borders, we stand in solidarity with the Coalition of Alberta Public
Libraries (CAP Libraries) in affirming that public trust is built through consistency and
transparency — never through government overreach. We urge the Government of Alberta to
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withdraw all provisions of Bill 28 that pertain to the Libraries Act. Public libraries must remain
free from partisan interference and continue to serve as spaces where every person can freely
access information and ideas without fear or restriction.

Sincerely,

Dine Stevens, Executive Director
Federation of Ontario Public Libraries
Toronto, Ontario
dinastevens@fopl.ca

Distribution: The Honourable Danielle Smith, Premier of Alberta
Megan Ginther, President, Library Association of Alberta
Pilar Martinez, CEO, Edmonton Public Library
Sarah Meilleur, CEO, Calgary Public Library
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Statement of the Federation of Ontario Public Libraries (FOPL) on the
Continued Protection of Canadian Public Libraries in response to Alberta’s Bill 28

May 11, 2026

WHEREAS public libraries across Canada are founded on the principles of free and open access
to information as a cornerstone of a democratic society, respecting the rights of individuals to
privacy, intellectual freedom, and choice;

WHEREAS public libraries are locally governed institutions, supported by municipalities and
guided by trained professionals who apply evidence-based policies and practices to collection
development and access;

WHEREAS the Federation of Ontario Public Libraries has taken a strong stand in support of
Intellectual Freedom, as reflected in FOPL’s Intellectual Freedom Position Statement; and,

WHEREAS the proposed amendments to the Alberta Libraries Act through Bill 28 represent a
significant departure from long-standing Canadian public library principles, including
independent local governance and professional, community-responsive decision-making;

WHEREAS national library organizations have raised serious concerns that legislated restrictions
on access to library materials constitute censorship, erode intellectual freedom, weaken
personal privacy protections, and diminish public trust in libraries;

FOPL affirms that decisions regarding library collections and access must remain at the local
level, guided by professional expertise, community needs, and accountable governance
structures - not political direction or legislative overreach;

FOPL further affirms that protecting the privacy of library users is essential to maintaining public
trust and ensuring that libraries remain safe and inclusive spaces for all;

THEREFORE BE IT RESOLVED that FOPL expresses its strong support for the positions advanced
by the Canadian Federation of Library Associations (CFLA-FCAB), the Canadian Urban Libraries
Council (CULC), and the Coalition of Alberta Public Libraries.

BE IT FURTHER RESOLVED that FOPL calls on governments across Canada, library boards and
library professionals to uphold the principles of intellectual freedom, local governance, and user
privacy, to advocate for the autonomy and integrity of the public library in their communities,
and to reject legislative approaches that enable censorship or political interference in public
libraries.


https://fopl.ca/wp-content/uploads/2024/11/Intellectual-Freedom-Statement.pdf
https://cfla-fcab.ca/wp-content/uploads/2026/05/CFLA-FCAB-Bill-28-Statement-2026-05-01.pdf
https://culc.ca/advocacy/alberta-announces-concerning-changes-to-its-libraries-act-with-bill-28/
https://culc.ca/advocacy/alberta-announces-concerning-changes-to-its-libraries-act-with-bill-28/
https://www.caplibraries.ca/newsroom/alberta-public-libraries-condemn-act-of-censorship
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Subject: Board Code of Conduct Report

Recommendation:

That the Caledon Public Library Board review the revised Board Code of Conduct for
recommendation and approval.

Background

In keeping with the Board’s scheduled evaluation of existing policies, the Board Code of Conduct
has been reviewed. As per the attached, suggested amendments include reference to the
following policies:

e (CPL-18-24 Caledon Public Library and Political Elections Policy
e (CPL-24-32 Caledon Public Library Board-CEO Partnership Policy

Further recommendations include the creation of a distinct section and heading focused on
Privacy and Confidential Information.

It should be noted that Bill 9, Municipal Accountability Act, 2025, if passed, may include a
provision requiring local boards to follow a prescribed code of conduct. As of the writing of this
report, a third reading of the legislation is pending and its status has not been updated since
October 2025. There has been no indication that Bill 9 will prompt a change to the exemption of
public library boards from the related requirements of the Municipal Act. That said, Bill 9’s status
will continue to be monitored, and the Board will be advised of any changes required to ensure
legislative alignment.

The revised policy, once approved, will be shared with staff, posted on the Library’s website and
made available in print upon request. All members of the Board are required to provide the
CEO/Chief Librarian with a signed acknowledgement.

Financial Implication
None.
Recommended Motion

That the Caledon Public Library Board approve and adopt the revised Board Code of
Conduct



Title Board Code of Conduct o\
Policy Number CPL-16-10 Caledon

Policy Type Governance - - p%b"c
Approval Date [approval] 2026 W LI rary

Review Date [review] 2028
Notes Originally adopted May 2012; Revised April 18-2016, April 16-2018, June 15-
2020, May 16-2022, and May 13-2024

Purpose

As per Section 223.2 of the Municipal Act, “a municipality shall establish codes of conduct for
members of the council of the municipality and of its local boards”. As the definition of a
local board within the relevant section of the Act explicitly excludes public library boards, a
distinct code has been adopted to promote a common understanding of the expectations of
conduct for individual Board Members and the Board as a whole and to provide guidance
during the term of service. Every Board Member is expected to comply with both the content
and spirit of this code while serving as a Board Member and to continue to abide by its
provisions after leaving the Board.

This Code of Conduct is written and published with respect to the responsibility assumed by
Members of the Board of the Caledon Public Library (the “Board”) by virtue of applying for
and accepting the role. It outlines fundamental principles to guide Library Board Members to
act in a way that is fair, ethical, accountable, and beneficial to Caledon Public Library (the
“Library”), all residents of the Town of Caledon, Library staff and all other Library
stakeholders.

All members of the Board will be required to acknowledge their receipt and understanding of
the Code of Conduct (Appendix A) upon initial appointment to the Board and upon any
revision to the document.

Governing Style

The Board will govern in a manner emphasizing:

e Encouragement of, and respect for, diversity of opinions and experiences;
e Strategic leadership;

e C(Clear distinction between Board and CEO roles; and,

e Collective, rather than individual, decisions.

Furthermore, the Board will:

e Operate in all ways mindful of its civic trusteeship obligation to the Caledon Public
Library;



e Speak with one voice;
e Ensure continuous good governance through periodic discussion of process

improvement, succession planning and through active recruitment of new Board
members; and,

e Monitor and discuss the Board’s performance.

Guidelines

A Board Member is expected to abide by the following guidelines:

Leadership and Advocacy

Strive to achieve the vision and mission as set out in the Caledon Public Library Strategic
Plan.

Ensure that all Board activities are in compliance with the Ontario Public Libraries Act,
R.S.0. 1990, and the by-laws and policies of Caledon Public Library.

Leverage personal and professional interests and connections to raise the Library’s
profile in the community and support the shared Library vision.

Engage in public advocacy for the Library by promoting its work, keeping informed about
its programs and activities, understanding the message it strives to deliver, and inviting
the public’s opinions and reporting input to the Board.

Engage with the Town of Caledon Council to advocate and build support for the Library’s
strategic and budget priorities.

Remember that they represent all of Caledon, not just an individual location, community or
ward.

Integrity and Impartiality

Act with honesty, fairness, and openness in all dealings as a member of the Board.
Maintain a professional level of courtesy, respect, and objectivity in all Board activities.
Assist other members of the Board in upholding the highest standards of professional
conduct.

Conduct oneself in a manner which does not damage or undermine the reputation of
the Board or Library, avoiding actual impropriety and any appearance of improper
behaviour.

As per the Caledon Public Library Board By-laws (CPL-16-06), each member will be
courteous and will not engage in any action which disturbs a meeting of the Board.
Conform to the guidelines of the Caledon Public Library and Political Elections Policy
(CPL-18-24) as it relates to the use of library resources and Board Members running for
office.



Conflicts of Interest

e Exercise the powers vested in Board Members for the good of the Library rather than to
secure any benefit or advantage to a Board Member, family or business connection.
e Make all decisions solely on the basis of what is in the best interests of the Board or Library.

e Disclose and deal with conflicts of interest, either pecuniary or non-pecuniary (or
the appearance thereof) promptly.

e Declare any conflict of interest, as defined in the Ontario Municipal Conflict of Interest
Act, and absent themselves from any discussion or decision-making related thereto.

e Avoid accepting gifts and hospitality that might reasonably be thought to influence a
Board member’s judgment.

e Must not use their positions to obtain employment in the organization for themselves,
family members or close associates.

e Should a Board Member be considered for employment with the Library, he/she must
temporarily withdraw from the Board deliberation, voting and access to applicable Board
information.

Accountability and Responsible Stewardship

e Comply with the Ontario Public Libraries Act, Ontario Municipal Act, and be cognizant
of the mission and vision as articulated in the Library’s Strategic Plan.

e Act with probity and sustainability to protect all financial assets and resources of the
Library and ensure that they are used to deliver the Library’s objectives.

e Exercise the fiduciary standard of care that would be expected of a reasonable and
prudent person in the management of his or her own affairs.

e Exercise the fiduciary duty to be informed by being proactive in requiring regular
financial information and ensuring that government regulations are met.

Individual Authority

e Board Members may not attempt to exercise individual authority over the organization.

o Board Members’ interaction with the CEOQ/Chief Librarian or with staff must recognize
the lack of authority in any individual Board Member or group of Board Members. As per
the Caledon Public Library Board-CEO Partnership Policy (CPL-24-32), only official
decisions approved through a resolution endorsed by a majority of the Board are binding
on the CEOQ/Chief Librarian. exceptas-hoted-above:

e Board Members’ interaction with the public, press or other entities must recognize the
same limitation and the similar inability of any Board Member or Board Members to
speak for the Board.



Board Members will express no opinion or assessment of the CEOQ/Chief Librarian or any
individual staff member’s job performance except as that performance is assessed
through the official process.

Privacy and Confidential Information

Respect the appropriate confidentiality of Board papers, discussions, decisions and

related correspondence including, but not limited, to those disclosed during closed
sessions.

Members will respect the privacy of others and will not disclose or release by any means
any confidential information acquired by virtue of their role at the Library. Members will
maintain this obligation even after Members leave the Board.

Members will only disclose confidential information if required by law, or authorized to do
so by the Board.

Effective Board Performance

Commit to a process that fosters candid discussions and open engagement of all

Members, leading to consensus decisions whenever possible.
Strive to attend all Board meetings, being prepared to contribute to productive discussions.

Make informed decisions and give due consideration to differing points of view.

Accept and endorse Board decisions as publicly communicated by the Board Chair, or an
appointed spokesperson.

Apply principles consistent with effective Board performance in all communication and
dissemination of information including over the Internet, in person and through social
and traditional media.

Adhere to all relevant guidelines within the Caledon Public Library Social Media Policy
(CPL-17-19).

Work co-operatively with Library staff, recognizing their roles and responsibilities.
Participate in the Board’s performance appraisal, renewal and succession planning as
identified in the Annual Board Assessment Policy (CPL-16-07).

Provide feedback and insights regarding the CEQ/Chief Librarian’s performance in support
of the CEQ/Chief Librarian Performance Evaluation Committee’s annual appraisal of the
CEO/Chief Librarian.

Actively participate in committees of the Board and special meetings.

Take responsibility for personal training, attend relevant conferences and library
association meetings to enhance Board performance.



Non-Compliance with the Code

As per the Caledon Public Library Board By-Laws (CPL-16-06), and in alignment with the Public
Libraries Act:

e The Chair of a meeting may deny a Member the right to speak on a particular topic if the
Member is disruptive or persistently interrupts others.

e The Chair of a meeting may exclude a Member from the meeting who has been given a
warning but continues to disregard the rulings from the Chair.

Any Board Member who identifies or witnesses behaviour or an activity by a fellow Member of
the Board that is believed to be in contravention of this Code, should first inform the Member
of these concerns, providing an opportunity for them to address the issue and/or modify their
conduct.

Those with ongoing concerns regarding continued non-compliance may file a complaint with
the Board Chair. Any such complaint concerning the conduct of the Board Chair should be
directed to the Vice-Chair. The Chair or Vice-Chair shall then investigate the complaint and
provide the full Board with a report of their findings and any recommended remedies.

Complex investigations or persistent violations of this policy by a Member may prompt the
Board to seek the assistance of an external advisor or issue a request to Town Council for an
investigation to be undertaken by the municipality’s Integrity Commissioner.

Related Documents:

e Municipal Act, 2001, S.0. 2001, c. 25

e Public Libraries Act, R.S.0. 1990, c. P.44

e Municipal Conflict of Interest Act, R.S.0. 1990, c. M.50

e CPL-16-06 Caledon Public Library Board By-Laws

e CPL-16-07 Caledon Public Library Annual Board Assessment Policy
e (CPL-17-19 Caledon Public Library Social Media Policy

e (CPL-18-24 Caledon Public Library and Political Elections Policy

e (CPL-24-32 Caledon Public Library Board-CEO Partnership Policy



https://www.ontario.ca/laws/statute/01m25#BK254
http://www.ontario.ca/laws/statute/90p44?search=public+library+act
https://www.ontario.ca/laws/statute/90m50

Appendix A

Caledon Public Library AN galglgon
Board Code of Conduct Acknowledgement L - .u IC
~Z\~ Library

| hereby acknowledge that | have read the Caledon Public Library Board Code of Conduct (CPL-
16-10), last updated and adopted by the Board on May-13,2024 May 25, 2026. | understand

my responsibilities as a member of the Board and representative of the Library and will act in

accordance with the fundamental principles confirmed within the Policy and Guidelines.

Name Signature Date



Attachment 9-C

Date: May 25, 2026 Caledon

To: Caledon Public Library Board - - Public
From: Colleen Lipp, CEO | Chief Librarian % leral‘y

Subject: Public Code of Conduct

Recommendation:

That the Caledon Public Library Board review the revised Public Code of Conduct for
recommendation and approval.

Background

The Library’s Public Code of Conduct has been reviewed and revised as part of the Board’s
regular policy review schedule. As per Appendix A, recommended amendments include:

e Greater clarity as related to appropriate dress within the Library;

e Alignment with recent updates to the Library’s Internet and Technology Acceptable Use
Policy; and,

e Changes to the Regional By-law to prohibit smoking in public spaces.

Related procedures are being developed and will be shared with staff to ensure that any
suspensions of privileges or bans from library facilities are applied in a consistent and equitable
manner.

The revised policy, once approved, will be shared with staff, posted on the Library’s website and
made available in print upon request. Hand outs may also be produced as a means of
supporting staff in communicating and enforcing acceptable behaviours.

Financial Implication

None.

Recommended Motion

That the Caledon Public Library Board approve and adopt the revised Public Code of
Conduct



Appendix A

Title Public Code of Conduct 4Vl
Policy Number CPL-16-11 Caledon

Policy Type Operational - - pUbIIC
Approval Date [approval] 2026 W lerary

Review Date [review] 2028
Notes Originally adopted April 18-2016. Amended April 16-2018, May 11-2020
and May 16-2022, and May 13-2024.

Purpose

Everyone is welcome at the Library. This Code of Conduct has been adopted to ensure the
safety, protection and enjoyment of all those using the Library. The policy will be courteously
but firmly enforced by all library staff. The Library is committed to maintaining a safe,
supportive and welcoming environment in our physical and virtual branches, where everyone is
treated with respect and courtesy.

Guidelines

la-erder To provide the best possible experience, everyone visiting a library branch or
participating in a library program, either onsite or online, must:

e Treat each other and library staff courteously;

e Respect each other’s privacy;

e Respect library property; and,

e Abide by library policies and guidelines.

When visiting a library branch, everyone is also expected to:

e Attend to and supervise children in their care as outlined in the Library’s related policy
regarding the Rights and Safety of Children and Teens in the Library (CPL-16-08).

e Attend to personal belongings.

e Dress appropriately for a public environment, including wearing shoes and shirts at all
times. Clothing must not display content or language that is offensive, discriminatory
or may create an unsafe or unwelcoming environment for others.

e Refrain from placing shoes, erbare feet or wet swimwear on library furniture.

e Refrain from consuming food or drink near or while using library computers, maker
technologies, portable devices or peripherals.

e Abide by any health and safety protocols or directives issued by Public Health
authorities.

e As asecurity measure, visitors may be required to make available for inspection all
bags and carrying cases.



Animals are enly welcome in the Library only if they are either:
e A Registered Service animal at work; or,
e Participating in a library program organized to accommodate them.

Unacceptable behaviours and possible consequences include, but are not limited to:

e Behaviour (including conduct or language) that is disruptive, abusive, harassing,
discriminating or threatening to library customers or staff. Anyone engaged in
unacceptable behaviour will be asked to leave the building or online forum.

e Violation of the guidelines referenced within the Caledon Public Library Social Media
Policy (CPL-17-19).

e Inappropriate use of library technologies including infringement of the Library’s Internet
and Technology Acceptable Use Policy (CPL-15-02).

o “The Library’s computers, maker and media technologies and other devices
and/or connections to the Internet may not be used to access, transmit or create
material which violates any Canadian federal or provincial law or for any illegal,
obscene or offensive purposes including but not limited to accessing, viewing or
disseminating of violent or pornographic images, hate literature, cyber bullying
or for the printing, sharing or distribution dupheatien of copyrighted material
(including articles and software) in violation of copyright laws.”

e Stealing or damaging Library property; this will result in cancellation of Library privileges
and may be subject to prosecution.

e Acting inappropriately while under the influence of intoxicants or illegal substances.

e Smoking or vaping anywhere in or around the Library and surrounding municipal
property. (Regional By-law 49-2019 20-2013)

e The use and/or storage of skates, roller blades, skateboards, bicycles and scooters in the
Library.

e Photographing, filming or videotaping without prior approval from the CEQ/Chief
Librarian or designate.

Contravention of Policy

The Caledon Public Library Board reserves the right to remove the privileges of any library user
found in contravention of the Caledon Public Library Board’s policies.

Failure to comply with this Code of Conduct or other library policies may result in consequences
deemed by library staff to be appropriate to the behaviour. Consequences may include: a
warning; a directive to vacate the premises; suspension of library privileges; prohibition from
the library facilities by way of issuing a Notice of Trespass; and/or laying of criminal charges.
Members of the public may also be held responsible for the cost of repairing or replacing any
library property damaged as a result of behaviour or activities that are in contravention of this

policy.



Appeal Process:

An appeal or application for re-instatement may be submitted, in writing, to the CEO and Chief
Librarian. Library privileges are not automatically re-instated. Only one appeal will be
considered during the term of the suspension.

Office of the CEO and Chief Librarian
Caledon Public Library,

150 Queen Street South

Bolton, ON L7E 1E3

Email: ceo@caledon.library.on.ca

Related Documents:

¢ The Regional Municipality of Peel By-Law Number 20-2013 49-2019, A by-law to
prohibit Smoking and Vaping in Outdoor Public Places and Workplaces withinrine

e (CPL-15-02 Caledon Public Library Internet and Technology Acceptable Use Policy
e (CPL-16-08 Caledon Public Library Rights and Safety of Children and Teens in the Library
e (CPL-17-19 Caledon Public Library Social Media Policy


https://peelregion.ca/by-laws/by-law-number-49-2019

Attachment 9-D

Date: May 25, 2026 \\I/3 Caledon
To: Caledon Public Library Board - - pUinC
From: Colleen Lipp, CEO | Chief Librarian %F lera ry

Subject: Employee Code of Conduct Report

Recommendation:

That the Caledon Public Library Board review the proposed Employee Code of Conduct for
recommendation and approval.

Background

As per the Caledon Public Library Personnel Policy (CPL-16-09), the Library has historically
adopted the Town of Caledon Employee Code of Conduct as its own. This was done with the
stipulation that the Board shares the rights, roles and responsibilities of Town Council and the
CEQ/Chief Librarian assumes the rights, roles and responsibilities of the Town CAO for the
purpose of interpreting and applying the policy.

A report to Council in December 2025, recommending revisions to the format of the Town’s
Employee Code of Conduct, prompted a re-examination of the document by Library Leadership.
This highlighted language that would lead to confusion and misinterpretation by Library
employees. This included the assertion that all acknowledging employees “work for the Town as
a Corporate body” and reference to their responsibility to “implement the decisions of Council”.
This does not accurately reflect the Board’s role, as per the Public Libraries Act, as the Library’s
governing body and the employer of all library employees.

It is recommended that the Library now adopt a distinct Employee Code of Conduct that more
accurately reflects the Board’s governance and the Library’s organizational culture and strategic
values. Attached as Appendix A, this newly drafted document was informed by best practice
within the library sector and highlights the professional and personal accountability expected of
all employees and volunteers. The code also confirms actions and behaviours that are
prohibited in the workplace and the means by which any contravention of the code will be
addressed.

The proposed code of conduct, once approved, will be communicated to all staff for their
information and acknowledgment. Pending approval, related revisions to the Personnel Policy
have been noted for the Board’s consideration as Attachment 9-H of the May 25, 2026 meeting

agenda.



In keeping with the proposed implementation of the revised Personnel Policy, and in order to
allow sufficient time to fully communicate and implement this new code, it is recommended that
its full application be delayed until July 1, 2026.

Financial Implication

None.

Recommended Motion

That the Caledon Public Library Board approve and adopt the proposed Employee Code of
Conduct to take effect as of July 1, 2026



Appendix A
Title Employee Code of Conduct Py /9
Policy Number CPL-26-36 O W2 Caleglon
Policy Type Human Resources & a8 Public
Approval Date [approval] 2026 W Libra ry

Effective Date July 1, 2026
Review Date [renewal] 2028
Notes

Purpose

The Caledon Public Library values the skills, dedication and professionalism that every employee
brings to the daily operation of the Library. Employees occupy positions of public trust and
confidence, and as such, are expected to fulfill their duties and responsibilities professionally and
impartially. The Employee Code of Conduct outlines the standards that guide this work and reflects
the Library’s commitment to integrity, respect and accountability in delivering services to the public.

Scope

This Code of Conduct applies to all individuals who are employed or volunteering with the Library,
including permanent, casual and contract employees, co-op placements, interns and volunteers. This
policy sets expectations for employee conduct whether working in-branch or remotely and when
representing the Library in the community.

Fundamental principles guiding the conduct of members of the Caledon Public Library Board are
documented in the Caledon Public Library Board Code of Conduct (CPL-16-10).

Guidelines

Professional Accountability

Employees are expected to abide by the law and to comply with the Library’s policies and procedures
as a condition of employment. Employees are responsible for seeking clarification from their manager
when questions arise.

All Library employees and volunteers are expected to:

e Work collaboratively to achieve the Library’s goals and objectives as determined by the Board
and Leadership Team.

e Conduct the business affairs of the Library in good faith, with honesty, integrity, due diligence,
and competence.

e Serve the community and treat others with respect and dignity, free from discrimination.



Maintain privacy and confidentiality of all Library related information as per the guidelines of
the Caledon Public Library Privacy Policy (CPL-15-01). This includes refraining from copying,
sharing, reproducing, transmitting, divulging or otherwise disclosing any confidential
information related to the Library or its customers, except when otherwise required by law.
This obligation extends beyond an individual’s active employment or volunteer role with the
Library.

Refrain from making negative comments to the public about the Library, its services,
collections, or policies, the Board, Leadership Team and/or staff, or Town Council, which may
damage or diminish the reputation of the Library in the eyes of community members.

Report all complaints, workplace incidents, safety hazards, and violence, witnessed,
experienced, or having knowledge of, to Leadership immediately in accordance with
established procedures.

Declare a conflict of interest where one exists or could reasonably be perceived to exist
between the employee’s personal interests and the best interests of the Library. If an
employee has questions or is unclear whether they have a conflict of interest, they are
encouraged to discuss the situation with their manager.

Not represent the Library in an official capacity unless authorized to do so by the CEQO/Chief
Librarian or the Board.

As per the Caledon Public Library Social Media Policy (CPL-17-19), when using social media for
personal use and when identifiable as Library staff, employees must be aware of guidelines for
staff and the potential impact on the brand, reputation and values of Caledon Public Library.

Assume responsibility for all Library tools, equipment and property assigned to their custody
or care. An accurate inventory of such assets will be completed by the employee and updated
as required. The Personal Inventory of CPL Property Form should be used for this purpose.

Welcome and seek out constructive feedback and exhibit efforts to improve performance.

Personal Accountability

All employees and volunteers of the Library shall:

Conduct themselves in a professional manner that upholds the standards and values of the
Library.

Treat others with courtesy, dignity, fairness and respect.

Maintain respectful communication in-person, over the phone, and in written
communications, such as emails.

Encourage and respect diversity of viewpoints, skills, knowledge, and cultural backgrounds.

Engage in personal professional development by participating in continuing educational
opportunities and embracing a growth mindset.



Refrain from using inappropriate language, uncivil or offensive comments, and engaging in any
behaviour that interferes with a respectful and harmonious working environment.

Dress appropriately, in a manner consistent with the responsibilities of their position, in order
to project a favourable image of the Library. Employees are encouraged to check with their
manager regarding any questions about appropriate work attire.

Except in case of emergency, employees are to limit use of mobile devices for personal (i.e.:
non-work) use or communications during work time. Staff covering a service point or working
in a public area are required to store their mobile devices with their personal belongings.

Promote and foster a safe and healthy work environment and public space for all.

Prohibited Actions and Behaviour

The following prohibited actions are presented by way of illustration and shall not be deemed to

exclude the Library’s right to discipline employees for other just causes.

1.

Insubordination: The deliberate and willful refusal to comply with a reasonable order or
instruction.

Policy Violation: The willful disregard of Library policies and procedures.

Disorderly Conduct: Acts that include loud and abusive language, intimidation or coercion of
other employees, lack of courtesy when dealing with the public, fighting, violence, gambling
and indecency.

Dishonesty, Fraud or Illegal activities: Acts such as falsifying records, theft of Library property
or materials, engaging in criminal conduct or other similar acts.

Personal Work: Conducting personal work unrelated to Library duties or business during work
time, on Library premises or at the Library’s expense. As per the Caledon Public Library Staff
Acceptable Use of Technology Policy (CPL-17-20), employees shall not use Library-issued
equipment for any unrelated commercial activity.

Alcohol and/or Drug Use: Reporting to work or conducting Library business under the
influence of drugs or alcohol. This includes any substance that may impair judgment or the
ability to perform job duties safely. Employees are expected to report to work Fit for Duty.

It is an employee’s responsibility to inform their manager of any prescription substances that
may impair their ability to do their job in a safe and professional manner. Accommodations,
including modified work, may be available upon request for employees with a medical
condition.

Unauthorized Solicitation: Requesting or receiving money, services, gifts or other personal
favours from customers, donors, and/or other employees without proper authorization or
approval.

Gifts received as a token of appreciation for services to customers or attending and/or



speaking at an event shall be submitted to the Library to be used as charitable gifts or contest
prizes. Perishable gifts should be shared with branch colleagues.

8. Abuse of Work Hours: Deviating from scheduled work hours without approval, including
leaving work before a designated lunch period or end of shift, arriving late to work, or
exceeding the allowable time for breaks.

Employees who require modifications to work hours due to a medical condition can seek an
accommodation.

9. Abuse of Library Property, Technology & Equipment: Damaging or misusing any library
collections, computers, furniture, supplies and equipment. Library property is not to be used
by employees or volunteers for personal use except where permitted by the Caledon Public
Library Staff Acceptable Use of Technology Policy (CPL-17-20) or with prior approval obtained
from the CEO/Chief Librarian. Employees will not allow those not authorized to use library
property entrusted to their care.

10. Carelessness and Willful Violation of Safety Rules: Any negligent or intentional disregard for
safety rules and procedures, including but not limited to engaging in horseplay, smoking in
prohibited areas, failure to report, or misuse of safety equipment and any other rule specified
in the Ontario Health and Safety Act, R.S.0. 1990, c. O.1.

11. Discrimination: the unjust or prejudicial treatment of people, especially on the grounds of
ethnicity, age, sex, disability or any other prohibited grounds.

12. Harassment: Any behavior that creates a hostile or unpleasant work environment through
unwelcome verbal or physical conduct

13. Sexual Harassment: Making unwanted comments, gestures, or actions that are sexual in
nature that makes someone feel afraid, embarrassed, uncomfortable or ashamed.

14. Absenteeism: Any unauthorized absence from work without proper leave or being absent from
the work premises during work hours without permission. Any employee who is ill or has
experienced a personal emergency is required to report to the designated person as soon as
possible prior to the start of their shift, and failure to do so will result in being deemed absent
without leave.

Contravention of the Code

It is the responsibility of all employees to be aware of, comply with, and understand their obligations
under this Code of Conduct and all related policies and guidelines. An employee who fails to comply
with any section of this Code shall be subject to appropriate disciplinary action as per the relevant
terms of the Caledon Public Library Personnel Policy (CPL-16-09).

Matters related to any perceived violation of this code should be referred to the CEQ/Chief Librarian.
All individuals will be protected from reprisal due to exercising their obligation to report a breach or
suspected breach under this policy when this is done in good faith. It must be clearly understood that



allegations made in bad faith will not be tolerated and if the initiator of such allegations is identified,
appropriate disciplinary action will be taken, up to and including termination of employment.

Related Documents:

e Occupational Health and Safety Act, R.S.0. 1990

e (CPL-15-01 Caledon Public Library Privacy Policy

e CPL-16-09 Caledon Public Library Personnel Policy

e CPL-16-10 Caledon Public Library Board Code of Conduct

e CPL-17-19 Caledon Public Library Social Media Policy

e (CPL-17-20 Caledon Public Library Staff Acceptable Use of Technology
e Personal Inventory of CPL Property form



https://www.ontario.ca/laws/statute/90o01

Attachment 9-E

Date: May 25, 2026 Caledon

To: Caledon Public Library Board - - Public
From: Colleen Lipp, CEO | Chief Librarian W leral'y

Subject: Disconnecting From Work Policy Report

Recommendation:

That the Caledon Public Library Board review the revised Disconnecting From Work Policy
for recommendation and approval.

Background

The Caledon Public Library Disconnecting from Work Policy was first adopted in May 2022. As
per the Ontario Working for Workers Act, 2021 organizations employing 25 or more employees
are required to adopt a written policy and share this policy with all employees.

As noted in Appendix A, only minor changes to the policy are recommended at this time. These
include the addition of language to ensure alignment with terms of the Personnel Policy as
related to on-call duties and to support preparations for an employee’s timely return to work.

Pending Board approval, the updated policy will again be shared with all staff.

Financial Implication

None.

Recommended Motion

That the Caledon Public Library Board approve and adopt the revised Disconnecting From
Work Policy



Appendix A

Title Disconnecting from Work

Policy 4 Caledon
Policy Number CPL-22-29 - Public
Policy Type Human Resources W lerary

Approval Date [approval] 2026
Review Date [renewal] 2028
Notes Originally adopted May 16-2022. Revised 13-2024

Purpose

The Caledon Public Library recognizes that changes in technology have allowed employees to
be constantly connected and appreciates the importance of disconnecting from work outside of
scheduled work hours. This policy supports the Library’s commitment to ensuring £he work-life
balanee boundaries for ef all employees.

As an employer with more than 25 employees, this policy has also been adopted to comply with
the Ontario Employment Standards Act 2000, Part VII.0.1.

Definitions

“Disconnecting from work” means not engaging in work-related communications, including
emails, telephone calls, video calls or the sending or reviewing of other messages, including text
messages, so as to be free from the performance of work.

“Employee” means any person employed by the Caledon Public Library, including full-time,
part-time, contract and casual employees.

Guidelines

The CEO/Chief Librarian is responsible for implementing the appropriate procedures in support
of the following guidelines. All employees are responsible for ensuring that they have read,
understood, and adopted these guidelines as they relate to their own work and that of other
employees.

Right to Disconnect

The right to disconnect means that employees:

e Can and should stop performing their job duties and work-related tasks when they are
not scheduled to work.
e Are not required to complete work outside of regularly scheduled hours of work.



e Are not expected or required to respond to work-related communications outside of
their regular working hours, while on break, or during any paid or unpaid time off.

e Should take and use all their scheduled breaks and time-off entitlements (including
vacation time) for non-work-related activities.

e Will not face repercussions or be penalized for not communicating outside of their
regularly scheduled hours of work.

Needs of the Library

From time to time, there are may-be legitimate situations when it is necessary to be in contact
with employees outside of normally scheduled working hours, including but not limited to:

e Checking availability for additional shifts such as to fill in at short notice for a sick
employee.

e Where unforeseeable circumstances require contact out of normally scheduled working
hours such as inclement weather.

e Where an emergency or service disruption may arise.

e For anyreason as described in the employee’s job description which requires them to
be contacted outside of regular work hours, for example, for on-call operational
responsibilities.

The scheduling or completion of work outside of regular working hours may occasionally be
required, including but not limited to:

e Scheduling of department, committee, or all staff meetings outside of an employee’s
regularly scheduled hours or the completion of work that must be done outside of
regular operating hours so as to not disrupt library services. Such time will be
compensated as paid time or banked leu-time accrued as per the terms of the Caledon
Public Library Personnel Policy (CPL-16-09).

e Participation in or attendance at external development or training opportunities. As per
the Personnel Policy, “time attending conferences, seminars, workshops, and other
professional activities for the purpose of continuing education, which is in excess of a
normal workday (7 hours) or week (35 hours), shall not be considered overtime”.

e On-call duties in support of service needs or emergency situations. As per the Personnel
Policy, such time of full-time employees “beyond regular work hours shall be calculated
in thirty (30) minute increments with a minimum of one (1) hour banked”.

Communication

e The Library may send general communications to all employees including those who are
not presently at work. Employees should not feel obligated to respond, nor are they
expected to respond, to any communication when not at work, apart from unforeseen



circumstances, such as an emergency situation. Employees on vacation or sick leave will
only be expected to respond upon their return to work.

Employees must also respect others and avoid direct work-related communication
including sending e-mails, messages or calling other employees outside their regularly
scheduled working hours, during breaks, or during an employee’s time off, such as their
regular day off or vacation time.

Those employees on sick or other leave are required to provide their manager with up-
to-date information related to their return to work and may be contacted for this
purpose. limited-informationrelated-totheirreturntowork:

Employees, not scheduled on-call, who do not reply to work-related communications
outside of scheduled working hours will not face repercussions or be penalized.

Related Documents and Resources:

Employment Standards Act, 2000, S.0. 2000, c. 41
CPL-16-09 Caledon Public Library Personnel Policy



https://www.ontario.ca/laws/statute/00e41

Attachment 9-F

Date: May 25, 2026 A\ Caledon
To: Caledon Public Library Board - - pLIbIIC

From: Colleen Lipp, CEO | Chief Librarian % leral‘y

Subject: Remote Work Policy Report

Recommendation:

That the Caledon Public Library Board review the revised Remote Work Policy for
recommendation and approval.

Background

A Remote Work Policy was first developed in 2022 as a means of ensuring consistent
interpretation and application of the Library’s hybrid work model. As attached, the document
references staff and management roles and responsibilities related to scheduling, technology,
work environments and health and safety when working from home.

Amendments of note include the removal of any reference to employer access to remote
workplaces and the inclusion of language regarding virtual ergonomic assessments resulting from
requests for accommodations and the unlikely, and unconfirmed, requirement for access by WSIB
investigators.

Pending Board approval, the revised policy will be communicated to staff. All employees whose
positions allow for participation in the hybrid work model will be required to acknowledge
receipt and review of the document.

Financial Implication

None.

Recommended Motion

That the Caledon Public Library Board approve and adopt the revised Remote Work Policy



Title Remote Work Policy P\ [
Policy Number CPL-22-30 & Caledon

Policy Type Human Resources - Public
Approval Date [approval] 2026 W L|brary

Review Date [renewal] 2028
Notes Originally adopted May 16-2022. Revised 13-2024

Purpose

The Caledon Public Library has implemented a hybrid work model as a means of managing the
needs of a growing workforce within the limitations of available in-branch staff space. This
policy defines the responsibilities, conditions and expectations regarding remote work while
ensuring that the Library’s business requirements are met in a safe, secure and timely manner.

Scope

This policy applies to all employees whose position allows for participation in the Library’s
hybrid work model. Department managers, in consultation with the CEQ/Chief Librarian, will
assess the initial appropriateness of an employee’s participation and will continue to monitor
the availability and suitability of remote work. The following criteria shall be considered when
determining an employee’s ability to work remotely:

e Core duties can be completed remotely;

e Work can be completed independently;

e Service levels to the public/internal staff are not impacted;

e Quantity and quality of work are measurable and sustainable;

e The need for face-to-face interaction can be managed or scheduled;

e Remote work space is suitable and safe; and,

e The employee is equipped with suitable and reliable means to access email and work
files.

Remote work is not a universal privilege and is limited to positions where duties can be

effectively performed ean-only-be-extended-to-those-inpositionswhoserolesand
respensibilities-support-the-completion-of-meaningfulwerk beyond the walls of a library

branch.

The hybrid work model shall remain in place only so long as it continues to meet the needs of
the Library. Details of this model or policy may be revised to address changes in library
operations and service delivery needs.



An employee or department’s participation in the hybrid work model may be altered,

suspended or rescinded at any time at the discretion of the department manager in
consultation with the CEQ/Chief Librarian.

Guidelines

The following guidelines do not alter or replace the terms of an existing employment contract.

Employees working remotely must comply with all library policies, practices and instructions

that would apply when the employee is working onsite.

Schedules

Schedules will be implemented, confirming the days and times that each employee is to
work onsite. These schedules will be informed by the needs of the organization and the
availability of shared office space. Whenever possible, schedules will be managed to ensure
that at least one person from each department is onsite each weekday.

Work hours, breaks, compensation and time away scheduling will continue to conform to
applicable policies and agreements.

Employees scheduled to work remotely may be required to report onsite for meetings,
training and/or at management leadership’s discretion, or in cases where their department
is understaffed due to unexpected circumstances. The Library reserves the right to schedule
any employee for onsite work at any time.

Employees are to ensure that the Library’s online scheduling software and employee
Outlook calendars are updated to accurately reflect work locations (remote, onsite).

Any changes to or swapping of scheduled remote or onsite shifts are at the discretion of the
department manager.

As per the Caledon Public Library Inclement Weather and Unscheduled Closure Policy (CPL-
15-03), employees who are able to perform their regular duties from home, must consult
with their manager when considering the feasibility of working remotely as a result of
inclement weather. In all cases, the employee and supervisor shall mutually ensure that
there is minimum negative impact on operations when making such a decision.

As per the Caledon Public Library Inclement Weather and Unscheduled Closure Policy (CPL-
15-03), employees whose positions do support remote work, regardless of their scheduled
location of work, are expected to work remotely during unexpected facility closures unless
otherwise directed by the CEQ/Chief Librarian or designate.

Employees who are able to perform their regular duties offsite, may request to work
remotely when required to isolate due to illness or public health guidelines. Sick leave
should continue to be used in all cases where the employee is unable to work (regardless of
location) due to the nature or severity of the illness. The employee’s manager, in



consultation with the CEO/Chief Librarian, may require that an employee make use of sick
leave rather than remote work.

Technology

All employees participating in the hybrid work model will be provided with a library-issued
laptop. The employee is responsible for safe transportation of this device between work
and home as per the hybrid work schedule.

Additional equipment techrelegies (monitors, docking stations, etc.) will be issued for use
at home if warranted and feasible.

Employees are required to maintain their own internet access with reasenably stable access
and appropriate bandwidth to allow for completion of required tasks.

Employees are responsible for ensuring their own networks are secure and capable of work
use.

Each employee shall be responsible for any Library-issued tools, equipment and property
assigned to them. An accurate inventory of all such assets used to support remote work will
be completed by the employee and updated as required. The Personal Inventory of CPL
Property Form should be used for this purpose. Depending on the circumstances, the
employee may be responsible for any damage to or loss of library property. The employee is
responsible for immediately advising their manager of any damage or loss.

All Library-issued equipment, records, computer files and correspondence remain the
property of the Caledon Public Library and should be safeguarded for their return to the
library upon termination of employment or remote work privileges.

Library-owned resources may only be used in keeping with the guidelines of the Caledon
Public Library Staff Acceptable Use of Technology (CPL-17-20).

Remote Work Environment

Employees must establish an appropriate and conducive work environment within their
home free from disruptions or distractions.

Working from home and/or having a home office may have tax implications for an
employee. The employee is responsible for providing the relevant information to the
Canada Revenue Agency, if applicable.

Caledon Public Library is not responsible for operating costs, home maintenance, or any
other incidental costs (e.g. connectivity, utilities, insurance) whatsoever, associated with the
use of the employee's residence for work-related purposes. The employee is entitled for
reimbursement for authorized expenses incurred while conducting business for the Library.

Employees are responsible for transportation costs to and from their primary onsite
workplace. The offsite location does not become their primary or official workplace.



e Employees are expected to maintain the confidentiality of library and customer information
in accordance with the provisions set out within the Caledon Public Library Privacy Policy
(CPL-15-01) and all other relevant policies.

e All sensitive materials, including physical files, required to complete library work should only
be permanently stored onsite at a physical library facility.

e Employees must ensure that dependent care arrangements are in place and that personal
responsibilities are managed in a way that allows them to successfully meet their job
responsibilities. Remote work is not an appropriate substitute for dependent care.

Health and Safety

e In order to create and maintain a safe and healthy remote workplace, all employees are
expected to:
o Ensure that their home workspace is set up so that it is comfortable and
ergonomically sound (see Figure 1);

+————— Head upright and over your shoulders.

8 =——— Eyes looking slightly downward
without bending the neck.

Back should be fully supported by the

Wrist in a neutral posture. backrest of the chair.

N

Elbows bent at 90, forearms horizontal
to the floor. Shoulders should be relaxed.

Thighs horizontal with to the floor,
a 90°-110" angle at the hip.

Feet fully supported (i.e. flat on the floor
or fully supported by a footrest).

-

Figure 1

Take regular breaks as per the Caledon Public Library Personnel Policy (CPL-16-09);
Ensure that the workspace is well lit and kept clear and free from obstacles and slip,
trip and fall hazards;

o Promptly report any injury that occurs during the course of working from home and
follow Workplace Safety and Insurance Board (WSIB) guidelines as necessary;

o Keep in regular communication with their superviser manager and proactively
discuss any problems that may arise from working at home;



o Consult with their manager to discuss strategies for minimizing or eliminating any
Fhatifa-risk efharm to the employee s phy5|cal and/or mental health and safety
that may arises,

be alimi I inirized: and.

o Participate in any virtual assessments of remote work locations that may be required

to complete ergonomic assessments resulting from a request for accommodation;
and,

o Complete and submit a Remote Work Safety Checklist upon assuming a position
requiring remote work and upon any changes in their remote work environment.

(Appendix A)

e [f the workspace is deemed to be unsafe and is beyond the employee’s ability to make it
safe, the Library may suspend or rescind the employee’s remote work privileges.

e The employee shall be covered under the Workplace Safety and Insurance Act if injured in
the course of performing official duties while working at home and as such, the home
workplace may be subject to incident investigations.

e The employee remains liable for injuries to third parties that occur on the employee’s
premises.

Additional Responsibilities

All employees participating in the hybrid work model must:

Discuss with their manager how their time will be managed;

Communicate regularly with the manager regarding work priorities, deliverables,
timelines, and frequency of check-ins and meetings;

Be available and responsive during established hours of work;

Be accessible via phone and online (email and virtual meetings) as required throughout
their working day during designated work hours;

Participate in virtual or hybrid meetings as required; and,

Notify their manager as per the terms of the Caledon Public Library Personnel Policy

(CPL-16-09) if they are ill and unable to work.

All managers of employees participating in the hybrid work model must:

Review and discuss the type of work that can be performed remotely;

Assign suitable work and tasks as required;

Ensure regular contact with the employee during working hours;

Receive and review the employee’s Working from Home Location Safety Checklist; and



e Monitor the employee’s general compliance with this policy.

All employees shall be required to sign an Acknowledgment Form upon receiving and reviewing
this policy and/or any subsequent revisions.

Contravention of Policy

It is the responsibility of all employees to be aware of, comply with, and understand their
obligations under this policy and related guidelines. Any suspected violation of this policy may
result in the suspension of remote work privileges pending the completion of an investigation.
If a policy violation is confirmed, the Library will exercise its rights to take appropriate
disciplinary action as per the relevant terms of the Caledon Public Library Personnel Policy (CPL-

16-09). Such-actions-will-depend-on-the severity of the infractionand-may-includebutwillne
bal . "y

Related Documents and Resources:

e CPL-15-01 Caledon Public Library Privacy Policy

e (CPL-16-09 Caledon Public Library Personnel Policy

e CPL-17-20 Caledon Public Library Staff Acceptable Use of Technology
e Personal Inventory of CPL Property Form

e 4-01-01A-Town Workplace Incident Reports



Appendix A

Caledon
Remote Work Safety Checklist - - Public

7~ Library

This checklist is designed to assess the overall safety of a remote work location. Please submit the
completed and signed checklist to your manager.

Remote Work Address:

Description of the specific work area:

For each question, check Yes or No ‘ Yes ‘ No | Corrective Action Taken

Electrical

Are all circuit breakers and/or fuses in the electrical panel
labeled as to intended service?

Do circuit breakers clearly indicate if they are in the open
or closed position?

Are all electrical equipment and extension cords free of
recognized hazards that would cause physical harm
(frayed wires, bare conductors, loose wires, and tripping
hazards)?

Is electrical equipment grounded?

Is there surge protection on a power bar for electrical
equipment?

Emergency Procedures

Are the first aid supplies adequate?

Are emergency contact numbers established and
available?

Are emergency exits clear and free of obstructions?

Fire Protection

Is there a functioning smoke alarm?

Is there clear access to a fire extinguisher?




Is there a carbon monoxide detector in areas where there
are fuel-burning appliances (i.e. gas heater, gas fireplace,
gas water heater, etc.)?

Ergonomics

Is task and natural lighting adequate with no glare on the
computer monitor?

Does the workstation and equipment have sufficient
adjustability so that the work can be done in a safe
manner (i.e. posture) and is there the ability to make
occasional changes in posture while performing tasks?

Are chairs sturdy and adjustable and have castors in good
repair that are appropriate for the floor surface?

Does the Keyboard allow for neutral hand/wrist position?

Is the Monitor 20 — 24” from eyes with the top of screen
slightly below eye level?

Is the workstation free from sharp edges and/or materials
that may cause injury?

Are all aisles, doorways and corners free of obstructions
to allow free movement?

Can the temperature, ventilation, lighting and noise levels
be controlled to allow comfortable work?

General Housekeeping

Are walkways free from slips and trip hazards?

Are all stairways clear from obstruction and have
handrails?

Additional comments:

SPECIAL NOTE: Employees are responsible for informing their supervisors of any significant change.

| certify that the above responses are accurate and true:

Employee Name (please print) Department

Employee Signature Date



Attachment 9-G

Date: May 25, 2026 \\I/3 Caledon
To: Caledon Public Library Board - - pUinC
From: Colleen Lipp, CEO | Chief Librarian %F lera ry

Subject: Succession and Leadership Planning Policy Report

Recommendation:

That the Caledon Public Library Board review the revised Succession and Leadership
Planning Policy for recommendation and approval.

Background

A Succession and Leadership Planning Policy was first adopted in 2024 as a means of ensuring
continuity of library operations and mitigating any likely challenges resulting from changes in key
leadership roles. This policy also confirms the Library’s commitment to nurturing and developing
the leadership skills of its employees. The Board’s roles and responsibilities in appointing a new
or interim CEO/Chief Librarian are also referenced.

Recommended amendments, as noted in Appendix A, include minor alterations to language as
well changes to the process for recruiting a new CEO/Chief Librarian. The Board’s autonomy and
responsibility in this regard is confirmed and any consultation with Town staff is now noted to be
at the Board’s discretion.

Further revisions are intended to maintain consistent language with the recently developed Staff
Succession Plan. This confidential document is maintained by the CEQ/Chief Librarian and
includes criteria for identifying critical roles and tools for evaluating vacancy risk and successor
readiness.

Pending Board approval, this policy will be communicated to all staff.
Financial Implication

There are no immediate financial implications resulting from this policy. The Library has
successfully secured the recommended level of funding in support of staff training in recent
years and Library Leadership will continue to propose this level of investment as part of the
Board’s annual budget process.

Recommended Motion

That the Caledon Public Library Board approve and adopt the revised Succession and
Leadership Planning Policy



Appendix A

Title Succession and Leadership
Planning Policy S\"/ﬁ Calegon
Policy Number CPL-24-33 ua @ Public
Policy Type Human Resources W L|brary

Approval Date [approval] 2026
Review Date [renewal] 2028
Notes Originally adopted May 13-2024

Purpose

The leadership of Caledon Public Library is a key aspect of the organization’s success in meeting
and anticipating the community’s needs for library services. Change in leadership is inevitable
and can be challenging, particularly when the change is unexpected. This policy outlines
strategies for encouraging the identification and development of leadership skills across the
organization and mitigating challenges that may arise due to changes in the Library's Leadership

)

team. eenfirm ate

Guidelines

Succession Planning

The CEO/Chief Librarian is responsible for developing and maintaining a Staff Succession Plan
thatwillHnelude to ensure the continuity of library operations and leadership by proactively
identifying critical roles, assessing potential vacancy risks, and developing internal talent to
meet future and interim organizational needs. This confidential document supports:

e Ongoing delivery of library services in response to community need

e Stability in leadership and specialized functions

e Retention and development of organizational knowledge

e Considered workforce planning aligned with the Library’s values and strategic priorities

This plan does not ensure that vacancies will be filled through the succession of internal
candidates, nor does it eliminate the need for effective external recruitment strategies.




Leadership Development

As confirmed by the Board’s formal adoption of the Town of Caledon Corporate Procedure

related to Educational Assistance & Professional Development, the Library “encourages

employees to continually upgrade and develop their work-related knowledge and is committed

to supporting employee professional development through job related and/or corporate

related educational courses and conferences.”

As a means of further supporting the development of leadership competencies, the Library will:

Invest in staff training and development. As recommended by the Ontario Public Library
Guidelines Monitoring and Accreditation Council, the Library will endeavour to maintain
an annual training budget of no less than 1% of its total wages and benefits.
Leverage the annual perfermance-appraisal Goals and Plans for Success (GPS) process to
s
o identifying opportunities for growing and developing leadership skills;
o identifyinrg alignment between an individual employee’s career goals and the
current or future needs of the organization; and,
o identifyirg and implement realizing opportunities for practical leadership
experience within an employee’s annual goals.
Provide opportunities for participation in advanced library leadership training. While
requests for participation by those in management roles shall be given priority,
availability may be extended to non-managerial staff as supported by the Staff
Succession Plan and training budget.
Make available opportunities for the shadowing of leadership roles and/or tasks.
Provide opportunities for the practical development and application of leadership skills
by leading projects and/or committees for those in non-supervisory roles.

CEQ/Chief Librarian Transition

As per the Public Libraries Act, R.S.0. 1990, c. P.44, “a board shall appoint a Chief Executive
Officer who shall have general supervision over and direction of the operations of the public

library and its staff, shall attend all board meetings and shall have the other powers and duties

that the board assigns to him or her from time to time”.



The Public Libraries Act (PLA) gives the Board the exclusive right to hire the Library’s Chief
Executive Officer (CEO). It is the responsibility of the Board to assess the leadership needs of
the Library and ensure a qualified and capable CEQ/Chief Librarian who is representative of the
community is selected. The Board has the authority to determine the selection process.

To this end, the following guidelines have been developed to inform the succession for both
extended leaves and on a more permanent basis.

Appointment of an Acting CEO/Chief Librarian during incidental absences and scheduled
vacation leaves is at the discretion of the CEO/Chief Librarian and is excluded from the terms of
this policy.

Responsibilities of the Incumbent CEQ/Chief Librarian:
In both scenarios referenced below, the incumbent CEOQ/Chief Librarian is responsible for:

e providing appropriate notice of departure or need for leave to the Board; and
e advising the Board on an appropriate candidate to discharge the duties as Interim
CEOQ/Chief Librarian if it is deemed to be necessary.

Assuming circumstances permit, the incumbent CEQ/Chief Librarian shall prepare
documentation to assist in the transition of the incoming new or interim CEQ/Chief Librarian,
as well as provide a verbal briefing whenever possible.

Recruitment of a new CEO/Chief Librarian

Upon receiving notice from the incumbent CEOQ/Chief Librarian of intent to retire or resign from
the position, the Board shall implement the process described in this document to recruit and
hire a new CEOQ/Chief Librarian.

1. The Board shall identify the most important attributes, skills, and/or experience
required for the new CEOQ/Chief Librarian and determine if there is a need to fill the role
on an interim basis until such time that a new CEO/Chief Librarian is appointed.

2. An Ad Hoc Committee of the Board shall be created to oversee the recruitment of a
new CEO/Chief Librarian and shall consist of the Chair of the Board, and at least two
(2) other members of the Board as decided by the Board.

3. The Ad Hoc Committee shall:

a. determine if the services of an executive recruitment firm are required and if
so, adhere to relevant policies and procedures in procuring selicit-assistance



identified services;

b. work with-Reople-Services-andfor the successful recruitment firm (if retained)
to:

i. finalize the details of the process that will be utilized;

ii. determine the details of the profile for the search (e.g. confirm job
description and salary);

iii. outline interview questions and agree on an advertising and
communications approach (including a search process considering both
external and internal candidates).

c. review potential candidates’ profiles and interview those qualified candidates
that are deemed to be a best fit for the position; and,

d. present the resulting recommendations for the full Board’s consideration at an
incamera meeting.

The Ad Hoc committee may choose to consult with the incumbent CEQ/Chief Librarian
or relevant Town staff for advice and confirmation of best practice or in retaining the
services of an executive recruitment firm.

4. The Board shall make the final determination on the candidate to be offered the
position, including the financial compensation package in keeping with the Library’s
policies and procedures.

5. The Ad Hoc Committee shall be responsible for ensuring that all offers to candidates
are properly administered and finalized.

Appointment of an Interim CEQ/Chief Librarian

Upon receiving notice from the CEQ/Chief Librarian of their intent to take an extended leave of
absence, the Board shall implement the process described in this document to select an Interim
CEO/Chief Librarian. For the purpose of this policy, an extended leave of absence is any leave
of more than six (6) consecutive weeks. Such a leave, if not supported by a medical reason or
legislative requirement, would require Board approval.

Depending on the period of notice given, if a new CEOQ/Chief Librarian cannot be hired before
the departure date of the incumbent, the Board shall approve the appointment of an Interim
CEO/Chief Libarian in an acting capacity until such time that a permanent new CEO/Chief
Librarian is onboarded.

e When circumstances permit, the incumbent CEO/Chief Librarian shall recommend an
appropriate candidate, ideally from among the library staff and informed by the Staff
Succession Plan, to serve as Interim CEO/Chief Librarian for the term of the leave or for



the period between the incumbent’s final date of work and the appointment of a new
CEOQ/Chief Librarian.

This choice will be approved by the Board in principle, and the Interim CEQ/Chief
Librarian will be appointed by the Board at a full meeting upon the incumbent's
departure.

The Interim CEQ/Chief Librarian shall handle essential day-to-day management and
decision-making as well as responsibilities related to finance, personnel, Library Board
meetings, health and safety, and management issues.

If necessary, regular operational responsibilities of the staff person appointed as Interim
CEOQ/Chief Librarian may be delegated to other staff members, as determined by the
Interim CEO/Chief Librarian.

The Interim CEO/Chief Librarian shall be granted acting pay as CEO/Chief Librarian if
serving for more than five (5) days in the role.

The appointment as Interim CEO/Chief Librarian shall be revoked at the same meeting
when the new CEO/Chief Librarian is appointed.

CEO/Chief Librarian Onboarding

As per the Caledon Public Library Board-CEQ Partnership Policy (CPL-24-32), “a Board-CEO
partnership, rooted in mutual trust and respect, is crucial to the proper governance and overall
well-being of the Library”. As part of a new or interim CEO/Chief Librarian’s onboarding, the

Board, as represented by the Chair and other Trustee’s as deemed appropriate, will meet with
the incoming CEO/Chief Librarian to:

Provide key insights including Board priorities, major goals, and expectations for the
CEO/Chief Librarian;

Establish a 100-day work plan that ensures an appropriate orientation including
introductions with stakeholders and key contacts;

Retain a coach or mentor to assist with the transition; and,

Establish regularly scheduled follow up meetings in the initial six (6) months on the job
to monitor progress.

Related Documents:

Public Libraries Act, R.S.0. 1990, c. P.44

CPL-16-09 Caledon Public Library Personnel Policy
CPL-24-32 Caledon Public Library Board-CEO Partnership Policy


http://www.ontario.ca/laws/statute/90p44?search=public+library+act

Attachment 9-H

Date: May 25, 2026 \\I/3 Caledon
To: Caledon Public Library Board - - pUinC
From: Colleen Lipp, CEO | Chief Librarian %F lera ry

Subject: Personnel Policy Report

Recommendation:

That the Caledon Public Library Board review the revised Personnel Policy for
recommendation and approval.

Background

The Library’s Personnel Policy has been reviewed as per the Board’s bi-annual review schedule.
Recommended revisions are largely a means of better reflecting current practice, ensuring

consistency in interpretation and application of the policy, or confirming areas of divergence

from Town practice.

Amendments of note include:

Reference to the pending Memorandum of Understanding (MOU) which will confirm the
level and costing of Town HR services to the Library.
Alignment with the Library’s Succession and Leadership Planning Policy (CPL-24-33).
Rebranding performance evaluations or appraisals as Goals and Plans for Success, along
with language noting the Library’s related timelines and process may differ from that of
the Town.
Removal of any references to previously adopted Town policies or procedures that are
no longer required, including:

o Employee Code of Conduct;

o Overtime/Lieu/Standby/Callout; and,

o Volunteer & Cooperative Education Program.
Removal of adopted municipal procedures or policies that have been rescinded by the
Town, including:

o Family Medical Leave.
Removal of language related to employee conduct, pending Board adoption of the newly
developed Caledon Public Library Employee Code of Conduct (CPL-26-36).
The provision of five (5) days of banked lieu time to the CEOQ/Chief Librarian, rather than
the current five (5) additional days of vacation — ensuring consistency across the full
Leadership Team.



e Revised intake timelines for vacation requests, in keeping with the procedural changes
introduced in late 2025.

Comments regarding this draft policy were solicited from the Town’s People Services

Pending Board approval, the revised policy will be made available to all Library staff, with all
staff required to acknowledgement its receipt. This policy will also be shared with the Town of
Caledon’s People Services Department.

In order to allow sufficient time to fully communicate and implement policy revisions, it is
recommended that its full application be delayed until July 1, 2026.

Financial Implication

There are no immediate financial implications resulting from the recommended amendments to
this policy.

Recommended Motion

That the Caledon Public Library Board approve and adopt the revised Personnel Policy to
take effect as of July 1, 2026
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Policy Type Human Resources - Public

Approval Date [approval] 2026 W lerary

Effective Date July 1, 2624 2026

Review Date [renewal] 2028
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2.0

2.1

Purpose

The Caledon Public Library Board as employer-is-aware-of acknowledges and welcomes
its responsibilities for personnel. This Personnel Policy has been established and will be

regularly reviewed by the Board to prevideguidelinesfor inform employment practices,
and to promote and maintain harmonious relations between Board, Library Leadership

and Staff.

This policy may be amended by a majority vote of the Board. The Chief Librarian and
Chief Executive Officer has the authority to make decisions within the policies and terms
of the Board and to modify operational matters in advance of Board review.

Where there is a discrepancy between the terms of this policy and the requirements of
the Employment Standards Act (ESA) 2000, S.0. 2000, c. 41, the Library will abide by the
terms of the ESA except where the Library’s policy provides greater benefit than that
required by the ESA. In such cases, the benefit required by the act shall not be granted
above and beyond the benefits stipulated within the Library’s policy.

Definitions

For the purposes of this policy:

e All references to the “Board” refer to the Caledon Public Library Board.

e All references to the “Library” refer to the Caledon Public Library, as governed by the
Board.

e All references to the “Town” refer to the Town of Caledon.

e All references to the “Employer” refer to the Caledon Public Library Board.

e “Employee” denotes any person employed and paid a wage or salary by the Board

e “Chief Librarian” refers to the Chief Executive Officer (CEO) of the Library, reporting
directly to the Board, and is used interchangeably with the title of CEO.

e  “Manager” refers to any employee who holds the title of Supervisor, Manager or
Director, having been designated as such by the Chief Librarian/CEO.

e  “Salary Schedule” refers to the Salary Schedule of the Town of Caledon, or such
other Salary Schedule as approved by the Board.

o “Week” refers to a weekly pay period, beginning on a Monday and ending on a
Sunday.

e “Personnel Policy” refers to the Personnel Policy herein, as adopted by the Board as

of May-13,-2024 [approval date] 2026.
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3.0 Employee Classification
3.1 As per the Town’s related corporate procedure, all employees of the Library are
classified as follows:
Permanent Full Time e Employees engaged for an indefinite period of time and

Permanent Part Time

working such regular hours which constitutes a full work week.
e Eligible for all benefits offered by the employer.

Employees engaged for an indefinite period of time and
working such regular hours as constitute less than a full work
week.

e Eligible for holidays, vacation pay, benefits and sick leave on a

pro-rated basis

Contract e Employees engaged for a definite period of time and working

such regular hours as agreed to in the terms of the contract.
e Eligible for benefits and/or other entitlements as defined in
the terms of their employment contract.

Casual e Employees engaged for an indefinite period of time and

3.2

4.0

4.1

5.0

5.1

working irregular hours. These hours can either be scheduled
or be on an “on call” basis and constitute less than a full work
week for the department.

e Not eligible for extended health benefits or paid sick leave.

For the purposes of Library staffing, casual employees are usually Pages whose regular
hours of work are referenced in Section 11. 5.

Gender

Whenever the pronoun “they” or the possessive “their” is used, it shall be interpreted to
include all genders and shall be read in the singular or plural case, as applicable.

Rights and Responsibilities of the Board

As stated in Section 3.8 of the Caledon Public Library Board By-laws (CPL-16-06), “the
Board may appoint and remove employees, determine the terms of their employment,
fix their remuneration and prescribe their duties, on the recommendation of the
CEOQ/Chief Librarian.” The Board shall also “establish and maintain a personnel policy,
the provisions of which shall be adhered to by the Board, the CEQ/Chief Librarian and all
employees.”
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5.2

6.0

6.1

6.2

6.3

6.34

7.0

7.1

The Caledon Public Library Board shall typically assume the rights, roles and
responsibilities attributed to the Town Council for any Town Procedures or Policies
adopted by the Library Board.

Duties and Responsibilities of the CEO/Chief Librarian

The CEO/Chief Librarian shall:

e Ensure compliance with all aspects of this policy;

e Create and nurture a positive working environment where the work of all employees
is recognized, valued and fairly compensated;

e Encourage mutually respectful employee relations;

e Support opportunities for employee growth and development;

e Maintain order, discipline and efficiency;

e Hire, discharge, direct, classify, transfer, promote, demote, lay-off, and suspend or
otherwise discipline employees subject to the provisions of this policy; and,

e Manage the affairs of the Library and determine the number of employees required,
the standards of performance for all employees, the methods, procedures and
equipment to be used, and all other matters concerning the operation of the Library
not otherwise specifically dealt with elsewhere under this policy.

The CEO/Chief Librarian shall assume the rights, roles and responsibilities attributed to
the Town’s CAO for any Town Procedures or Policies adopted by the Library Board.

The Board, CEQ/Chief Librarian and/or members of the Library’s Leadership Team may
seek guidance and support from the Town’s People Services Department as per the
terms of any Memorandum of Understanding (MOU) or Service Level Agreement (SLA)
adopted for the purposes of documenting the details of HR services provided to the
Library by the Town.

In cases where the authority granted to library managers through the Library’s adopted
Standard Operating Procedures (SOP) is in conflict with the authority granted to Town
staff in adopted Town procedures, the Library’s SOPs shall take precedence.

None of the rights set out above shall be exercised in a manner inconsistent with the
provisions of this policy, or with the Ontario Public Libraries Act, Ontario Human Rights
Code and the Ontario Employment Standards Act.

Anti-Harassment and Discrimination in the Workplace

The Board has adopted the Town’s Corporate Procedure as it relates to Harassment,
Sexual Harassment and/or Discrimination in the Workplace. This procedure clarifies and
communicates the guidelines to which all employees of the Town and Library must
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7.2

7.3

8.0

8.1

8.2

8.3

8.4

adhere in order to prohibit workplace harassment and encourage a healthy work
environment.

This procedure also identifies responsibilities of employees and managers and confirms
a process for investigating and resolving complaints of harassment or discrimination.
The Library shall adhere to this process with the exception that any summary reports
and related recommendations shall be submitted to the Chief Librarian/CEO rather than
the Town Chief Administrative Officer (CAQO).

Reporting of any offensive behaviour initiated by the CEQ/Chief Librarian should be
directed to the Chair of the Library Board and the Chair of the CEQO/Chief Librarian
Performance Evaluation Committee. They may seek the assistance of the Town’s Chief
Human Resources Officer or external counsel in conducting a workplace harassment
investigation.

Recruitment and Appointment of Staff

All Library employees are employed by the Board, which establishes all personnel
policies and practices. Appointments are made to the Library staff as a whole, rather
than to a location of the Library. Any employee may be assigned to duties in any
location of the Library.

The Board has adopted the following Corporate Procedures for the purposes of staffing
vacancies in a consistent, fair and equitable manner, ensuring that all applicants are
given equal opportunity for employment in accordance with the provision of the Ontario
Human Rights Code and Accessibility for Ontarians with Disabilities Act, 2005.

e Recruitment and Selection Procedure
e Employment Reference Check

e Police Record Check

e Secondment

e Workplace Diversity

All recruitment and onboarding of staff shall be done in accordance with the following
Library Standard Operating Procedures (SOP):

e Recruitment & Interviewing Standard-Operating Procedure{SOR}and-the
e Onboarding & Orientation Standard-Operating-Procedure{SOP}

All postings of Library positions shall be communicated through the Town’s website for

the period identified in the relevant procedure. With-the-exception-of-engeingpostings
ef-casualpesitiens; An email directing Library staff to the online posting shall be shared

within 24 hours of its availability. Open positions may also be posted or advertised
externally through association job boards and/or social media sites.
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8.5

8.6

8.7

8.8

8.9

8.10

8.11

When vacancies occur, all members of the staff who possess the necessary
qualifications for appointment, as identified in the Recruitment and Selection Procedure,
are encouraged to apply. However, internal applications will not automatically progress
to the interview stage.

All appointments and promotions of employees shall be made on the basis of
qualifications, ability to do the job required, experience, and suitability as outlined in
the posted job description.

A new employee shall typically be appointed at the minimum salary of their range, but
the CEQ/Chief Librarian may authorize an appointment at a rate higher than the
minimum assigned to the class, if:

a) the qualifications and experience of the applicant exceed those for the
classifications; or

b) in response to a competitive labour market; and,

c) the budget of the Library permits the payment of a salary higher than the
minimum, but;

d) the salary shall not exceed the maximum attached to the class.

Managers must consult with the CEO/Chief Librarian to obtain authorization.

The CEOQ/Chief Librarian shall report to the Board upon hiring any new permanent staff
at a managerial level.

As per the Town’s Corporate Procedure related to Performance Management and
Succession Planning, the probationary period for a new employee shall be six (6)
months.

In keeping with this Procedure, this probationary period may be waived, in part or in
full, at the discretion of the CEO/Chief Librarian, if the employee has been employed by
the Library for a six (6) month continuous period.

Temporary appointments may be made to meet special short-term needs, or to allow
the Library to evaluate newly-created positions. Employees temporarily scheduled to
cover a position of a higher grade shall be paid at the higher grade rate after thirty (30)
consecutive days within the temporary role. Those whose current wage falls within the
range of the higher grade rate shall receive a temporary increase of 4% 5% for the
duration of the temporary appointment. They will return to their previous grade and
wage rate upon return to their permanent position.

An employee seconded to fill a temporary role for a contracted term, shall be eligible for
the applicable rate increase for the full term of the secondment.

The Library shall align with the processes and best practices identified within the Town’s
corporate procedure related to Organizational Restructuring. This procedure outlines the
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8.12

9.0

9.1

9.2

9.3

9.4

consultation and approval requirements for and details the manners in which
management communicates and implements the necessary changes.

The Caledon Public Library Succession and Leadership Planning Policy (CPL-24-33)
confirms strategies for encouraging the identification and development of leadership
skills across the organization and mitigating challenges that may arise due to changes in
the Library's Leadership team.

As per the policy, the CEO/Chief Librarian is responsible for developing and maintaining
a Staff Succession Plan that proactively identifies critical roles, assesses potential
vacancy risks, and develops internal talent to meet future and interim organizational
needs. This plan shall be updated at least one annually.

Distribution of the Personnel Policy

A digital copy of the Personnel Policy (CPL-16-09) shall be made available to all
employees currently employed by the Board and to all new library employees.

In the event the Personnel Policy is amended by the Board, the amended Personnel
Policy shall be made available to all employees within two weeks of approval of such
revisions by the Board.

A copy of this Personnel Policy, and any subsequent revisions or amendments shall be
provided to the Town of Caledon.

All employees shall be required to sign an Acknowledgment Form upon receiving and
reviewing this policy and/or any subsequent revisions.

10.0 Rerformance-Evaluations Goals and Plans for Success

10.1

10.2

At the end of a probationary period, and at least once annually thereafter, an appraisal
of the work of each permanent employee shall be made by the employee and their

Manager. Fheseappraisa AaH-bekeptonthewith-theapproprate

temporary employees shall be made at the discretion of the CEQ/Chief Librarian.
Retention of these documents shall be maintained as per the Library’s Records
Retention Schedule

The Library’s adopted assessment process and timeline shalaligawith may vary from
that identified in the Town’s Performance Management & Succession Planning
Procedure. The Library may develop a means of rating performance and calculating
eligible merit increases that is unique from that used by the Town.
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10.3 Perfermanceappraisals Goals and Plans for Success (GPS) are not intended to be used
as a process for disciplinary action but to act as a coaching tool to develop and sustain
exemplary staff performance and personal and organizational improvement. A process
for progressive discipline is identified in Section 24.0.

10.4 The CEOQO/Chief Librarian shall establish and regularly review standard core competencies
to prescribe desired employee skills, practice and values. ldentified competencies shall

be reflected in annualperfermanceappraisals-Goals and Plans for Success (GPS)

documentation.

11.0 Hours and Location of Work

Full-Time

11.1 The work week for a full-time employee shall be thirty-five hours per week and is
dependent on business requirements as defined by the employee’s manager and/or the
CEO/Chief Librarian.

11.2 Employees working regularly scheduled hours may occasionally be requested to work
additional or alternate hours by their manager in consultation with the CEOQ/Chief
Librarian. Any hours worked in excess of 35 hours shall be compensated as overtime or
lieu time earned as per Section 12.0.

Part-Time

11.3 The work schedules for all Part-Time and Casual staff shall be dependent on business
requirements as defined by the employee’s manager and/or the CEQ/Chief Librarian.

11.4 The average regularly scheduled work week for a Permanent Part-Time employee shall
not normally exceed 24 hours.

11.5 The average regularly scheduled work week for a Casual employee shall not normally

exceed 16 hours.

11.6  Any part-time staff with relevant experience and training may be asked to provide relief
coverage prompted by the leave or vacation of an employee in a similar position.

Breaks

11.7 For shifts between three (3) and five (5) hours, a paid fifteen (15)-minute break may be
provided, as dictated by operational needs. These breaks, if not used, shall not be
permitted to accumulate or be accrued as banked as-ted time.
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11.8

11.9

All employees who work more than five (5) hours consecutively shall be required to take
a thirty-minute unpaid meal break within the first five (5) hours worked. Employees
shall arrange the timing of the meal break with their manager or designate to ensure
the continuity of library services. Managers reserve the right to schedule meal breaks.

There are no scheduled breaks when working more than five (5) but fewer than ten (10)
hours during the day apart from the unpaid lunch period.

Breaks shall not be scheduled to coincide with the beginning or end of a given shift.

Location of Work

11.10 As per section 8.1, any employee may be assigned to duties in any location of the

11.11

11.12

11.13

Library. Such assignments are at the discretion of the scheduling manager in
consultation with the CEQ/Chief Librarian or designate.

The Library has adopted a hybrid work model as a means of accommodating a growing
workforce within the Library’s limited staff spaces. The Caledon Public Library Remote
Work Policy (CPL-30-22) defines the responsibilities, conditions and expectations
regarding remote work while ensuring that the Library’s business requirements are met
in a safe, secure and timely manner. All employees participating in the hybrid work
model are required to acknowledge this policy.

Working remotely is not a universal privilege and can only be extended to those in
positions whose roles and responsibilities support the completion of work beyond a
physical library facility. The Library reserves the right to adjust or change remote
working schedules and to schedule any employee for onsite work at any time.

The above provisions regarding hours of work and breaks remain applicable for any staff
working remotely.

Disconnecting from Work

11.15

Changes in technology allow employees to be readily connected to work beyond their
scheduled hours. highlighting-theimpeortance-of-disconnectingfrom-werk-outside-o
scheduled-work-hours. The Library has adopted the Caledon Public Library
Disconnecting from Work Policy (CPL-22-29) in support of staff disconnecting from work
and in compliance with Ontario Employment Standards Act 2000, Part VII.0.1. asa

: e bl it bal il armnl '

Scheduled Closures

11.16

There may be periods when library facilities are closed or functioning with reduced
hours of operation. These periods may result from planned or emergency construction
or scheduled events that limit access to the branch. Staff scheduled to work on site
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during these periods may will ret-beprovided-with-time-offwith-pay-but-willinstead be

rescheduled to work at an alternate location. This may also necessitate a change in the
time and date of a regularly scheduled shift.

As per the Inclement Weather and Unscheduled Closure Policy (CPL-15-03),
“compensation for missed time for extended closures, where redeployment is not
feasible, may be referred to the Library Board”.

12.0 Overtime and Time in Lieu

12.3

12.4

12.5

12.6

12.7

12.8

12.9

Work performed in excess of thirty-five (35) hours per week is considered overtime.

Part-time staff shall be used to supplement staff levels in support of service needs and to
limit the need for overtime hours of full-time staff.

Scheduled overtime will be compensated only if it has been authorized in advance by
the employee’s manager in consultation with the CEO/Chief Librarian.

Overtime resulting from unanticipated service needs or emergency situations shall only
be recognized when the employee is required to work more than thirty (30) minutes
beyond their scheduled workday.

Full-time employees, in non-managerial positions, shall accumulate banked time inties
at straight time for all hours worked up to forty-four (44) hours per week.

Full-time employees, in non-managerial positions, shall accumulate hew banked time at
one and half (1 %) times for work in excess of forty-four (44) hours per week. Work in
excess of forty-four (44) hours will be approved only in extreme extenuating
circumstances by the employee’s manager in consultation with the CEO/Chief Librarian.
Approval of the CEOQ/Chief Librarian shall be sought in advance of scheduling and
accruing any time in excess of forty-four (44) hours.

Part-time employees shall be paid at one and half (1 %) times for work in excess of forty-
four (44) hours per week.

Time attending conferences, seminars, workshops, and other professional activities for
the purpose of continuing education, which is in excess of a normal workday (7 hours)
or week (35 hours), shall not be considered overtime. Any full day spent attending a
conference or other development opportunity shall be credited as seven (7) hours.

Any Heu-time-aeerued time banked through authorized overtime shall be taken at a time
acceptable to the manager so as not to interfere with operation of the Library.
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12.10 Any lieu-time-acerued time banked by full-time staff must be used within three (3)
months of its accrual. Any accrued led banked time remaining at year end must be
used by March 31°t of the following year, or it shall be forfeited.

12.11 Overtime of full-time employees in non-managerial positions resulting from service
needs or emergency situations beyond regular work hours shall be calculated in thirty
(30) minute increments with a minimum of one (1) hour banked.

12.142 Full-time employees in the role of Supervisor, Manager and/or Director shall not
accumulate lieu time for time worked in excess of thirty-five (35) hours per week and
shall instead be allocated a maximum of five (5) days of lieu time in January of each year.
All maximums will be prorated to the employee’s date of hire. If hired on or before the
15th of the month, the full month is included in the calculation.

In cases where a Supervisor, Manager, or Director is required to represent the Library at
a day-long event beyond the regular work week, the Supervisor, Manager or Director
should, in consultation with their immediate superviser manager, schedule an alternate
day off within the same pay period.

12. 123The CEQ/Chief Librarian shall not be eligible for overtime pay or time in lieu unless
emergency situations or unusual conditions arise. Eligibility shall be contingent on the
approval of the Board. However, the CEQ/Chief Librarian shall receive an-additienralfive
(5) days of vaeatien banked lieu time yearly, which can be taken as time off or, if
approved by the Board, in paid compensation.

12.124 If the employment of an individual empleyee ends before the paid-time-off banked time
is fully used taken, the employer shall compensate pay the employee evertimepay for
the-evertime for any remaining banked hours thatwere-weorked in accordance with the
Employee Standards Act.

12.145 Lieu or banked hours may not be scheduled to coincide with the end of an employee’s
employment due to retirement or resignation.

12.16 Additional incentives in the form of overtime pay or lieu banked may be granted to
employees scheduled to work shifts that fall beyond the Library’s regular hours of
operation at the discretion of the CEO/Chief Librarian

13.0 Holidays

13.1 Employees are entitled to the following paid holidays:

e New Year’s Day
e Family Day

e Good Friday

e Easter Monday
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13.2

13.3

13.4

e Victoria Day

e (Canada Day

e Civic Holiday

e Labour Day

e Thanksgiving Day

e Christmas Eve Day
e Christmas Day

e Boxing Day

e New Year’s Eve Day

Eligibility for payment shall be calculated as per the terms of the Town of Caledon’s
Corporate Procedure related to Paid Holidays. This includes calculated payments to
Permanent Part-time, Casual and Contract employees.

Any full-time employee required to work on a designated holiday shall be paid their
regular rate for the day worked and shall accumulate leu banked time at one and half (1
%) times the hours worked.

Any part-time employee required to work on any of the above holidays shall be paid at
the rate of one and a half (1 %) times their regular hourly rate of pay.

In addition, permanent full-time, permanent part-time, and contract employees will be
eligible for two (2) floating holidays if hired prior to July 1st. If hired after July 1st
employees will be eligible for one (1) floating holiday. This will also apply to employees
returning from an approved leave of absence.

All floating holiday hours must be used within the year that they are received. Floater
hours shall not be accumulated while on leave.

For the purposes of these calculations, each floating holiday will be 7 hours for full-time
staff and 5 hours for part-time staff. Part-time or casual staff who are employed in a
temporary contract position shall receive floating holidays as per above however it may
be subject to proration based on position start date.

If an employee resigns before July 1st they will be eligible to be paid for one (1) floating
holiday, if not taken. If an employee resigns after July 1st they will be eligible to be paid
for two (2) floating holidays, if not taken. This will also apply to employees commencing
a leave of absence.

Floating holiday hours may not be scheduled to coincide with the end of an employee’s
employment due to retirement or resignation.

When any designated holiday falls on a day the Library is normally closed ard-itisnet

ebserved-onanotherday, the Library Board may appoint a suitable working day in lieu
either preceding or following the designated holiday.
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13.5 When the Library observes a holiday on a day during which a full-time employee is not

13.6

14.0

14.1

normally scheduled to work, the employee’s Manager shall arrange with the employee a

compensating day off that is mutually satisfactory or shall arrange for payment of wages

for the holiday. Such lied banked time shall not be earned when an employee is on

leave.

Any led banked time earned as a result of a statutory holiday must be scheduled within

three (3) months of its accrual.

Where a holiday falls within the annual vacation period of any full-time employee, the

holiday shall not be considered a vacation day.

Vacations

Vacation entitlement leave for permanent full-time employees is provided as follows:

v f Sorvice Vacation Entitl Month Vacation Entitl v

O—0veprs
Lo reges

Years of Service
O (starting year)

O 0 N O I A W N R

N R R R
W N R O

I2E-days
167 days

Vacation Entitlement

3 weeks
3 weeks
3 weeks + 1 day
3 weeks + 2 days
3 weeks + 3 days
3 weeks + 4 days
4 weeks
4 weeks + 1 day
4 weeks + 2 days
4 weeks + 3 days
4 weeks + 4 days
5 weeks
5 weeks + 1 day
5 weeks + 2 days

IE-days
20-days

# of Days

prorated
15
16
17
18
19
20
21
22
23
24
25
26
27

Page 13 of 33



14
15
16

5 weeks + 3 days
5 weeks + 4 days
6 weeks

28
29
30

Vacation entitlement for managers and/or those whose position requires the
completion of a master’s degree, is as follows the-entittementshall-be:

v f Service Vacation Entitl Month Vacation Entitl v

Less than7Zyears

167 days

20-days

Years of Service

O (starting year)

O o N O O AN W N R

e
~ O

Vacation Entitlement

4 weeks
4 weeks
4 weeks + 1 day
4 weeks + 2 days
4 weeks + 3 days
4 weeks + 4 days
5 weeks
5 weeks + 1 day
5 weeks + 2 days
5 weeks + 3 days
5 weeks + 4 days
6 weeks

# of Days

prorated

20
21
22
23
24
25
26
27
28
29
30

Years of service as a Permanent Part-Time and/or Permanent Full-Time employee with

the Library shall be used in calculating vacation entitlement for those who were

originally hired in a Casual or Contract position. Vacation entitlements shall be prorated

based on the start date of any transition to Permanent Full-Time.
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14.32

14.43

14.54

In lieu of paid vacation leave, permanent part-time employees shall receive six (6%)
percent of gross earnings on each pay.

Permanent part-time employees Fhose-who-receive-6%-vacationpay shall schedule a

minimum of three (3) weeks of vacation time per year. This vacation time shall be
considered as time without pay.

Casual employees shall receive four (4%) percent of gross earnings on each pay and shall
schedule a minimum of two (2) weeks of vacation time per year, to be considered as
time without pay, until five (5) years of service. After meeting the five (5) year
anniversary date, casual employees shall receive six (6%) percent of gross earnings in
alignment with the ESA.

Unpaid vacation entitlement for part-time and casual staff in excess of the minimums
identified above, may be requested by the employee.

Contract employees shall receivepaidvacationtime-aspertherelevanttableinSection

141 orshallreceive a percentage of gross earnings on each pay, based on the position’s
classification paid-heurs: Vacation time, if taken, will be considered as time without pay

foremployees whoreceive a-percentage oneach-pay-intieu-of paid-vacation-

The selection of paid vacation time or percentage in lieu cannot be changed during the
term of the contract. If a different entitlement is stipulated in their contract the
employee will receive that entitlement.

Requests for vacation ef-ene-weeks-duratien-ermeremust should be made to the
employee’s superviser manager using-the-Library's-schedulingseftware prior to the

relevant deadline listed below:

Masaiion-perod Preguest-Deadline
Q1 -January-March Novemberl ofthe previousyear
O2—Apel—June Febraar
Q3—July—September May-1
d—0¢tober—DPacember August1
Vacation period Request Deadline
Q1/Q2 - January - June September 1 of the previous year
Q3/Q4 - July - December March 1

All requests for ey banked time, floaters, vacation, or scheduled incidental sick time
must first be submitted using the designated Library online scheduling system. Vacation
requests must indicate the employee’s preferred priority ratings. ©nee If approved, such
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14.65

requests may must then be submitted through the Town’s Human Resources
Information System (HRIS). Email or verbal requests will not be aceepted considered.

Requests may be submitted at any time before the stipulated deadlines however they
will not be considered for approval in advance of the relevant deadline.

Vacation Requests be considered at the manager’s discretion if submitted after the

period’s intake deadline and must fervacations-oflessthan-one-week-orsingle-days-be
submitted to the employee’s supervser manager at least two (2) weeks prior to the

requested period off.

Full-time staff who receive a minimum of three (3) weeks of vacation per annum, must
schedule at least one (1) vacation period of five (5) consecutive workdays. Full-time
staff who receive a minimum of four (4) weeks of vacation per annum, must schedule at
least two (2) vacation periods of five (5) consecutive workdays, though the weeks need
not be consecutive. Exceptions to this provision shall be considered at the discretion of
the CEOQ/Chief Librarian, only under extenuating circumstances.

If a mutually acceptable time for the employee’s vacation cannot be found or an
employee chooses not to schedule their vacation, the Library reserves the right to
determine when the vacation time will be scheduled. will exercise-itsrightto-decide-on
the-timeHowever; In this particular situation the employee will be provided at least
two weeks’ notice in writing of the start date of their vacation. The employee must take
their vacation at the prescribed time.

Cancellations of vacation requests will not be accepted once relief staff have been
scheduled to cover relevant service areas. A minimum of one (1) staff member from
each Department and two members of the Management Leadership Team must remain
on the active schedule.

No preference will be given to those requesting earlier than the stated deadlines. Some
consideration may be given to previous requests for vacation during periods of typically
high demand (including Christmas). Requestsreceived-afterthestipulated-deadline-will
be considered-atthe supervisor's-discretion-The Chief Librarian/CEQ-or Managers will

inform staff if holiday requests cannot be granted within two days weeks following the
deadlines for submission, and reserves the right to delay approval of holidays until those
times.

If an employee becomes hospitalized or bereaved while on vacation, they may, upon
production of verification and upon notifying their manager promptly, count the days as
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14.76

14.87

14.98

sick or bereavement leave rather than vacation. The displaced vacation time can be

rescheduled as per the steps listed in 14.4. atany-timemutuallyacceptable to-the

Employment-Standards-Aet; Unused vacation entitlement must be taken by March 31
of the following year, with no opportunity for extended carryover. Any unused vacation
carryover in excess of the statutory minimums under the ESA may be forfeited.

More than three (3) weeks’ vacation entitlement may not be taken at any one time,
except in special circumstances and with permission of the CEQ/Chief Librarian.
Requests for such extended vacation shall be considered in relation to the length of
service and purpose of an extended vacation on a case-by-case basis. Applicationfor

7

An employee who is on an approved Leave of Absence of more than thirty (30) calendar
days shall not accumulate vacation while on leave, except as otherwise stated.

14.109 A permanent full-time employee who is on pregnancy or parental leave shall

accumulate monthly vacation entitlement with pay while on leave for a period of up to
one (1) year/ fifty-two (52) weeks. Employees on pregnancy or parental leave beyond
one (1) year/ fifty-two (52) weeks will accrue unpaid vacation based on earned wages
with the Town of Caledon in accordance with the Employment Standards Act. The
employee’s leave will be extended to allow the employee to take vacation before their
return to work, unless otherwise determined by their superviser manager.

14.110 At termination the end of their employment, a full-time employee is entitled to receive

full pay at the employee’s current rate for each full day of vacation earned but not
taken, including accumulated time in the final month of employment.

14.121 Vacation may not be scheduled to coincide with the end of an employee’s employment

due to retirement or resignation.

14.132 Any modification of the vacation pay and entitlement policy made by the CEQ/Chief

Librarian must be approved by the Board, however the CEQ/Chief Librarian is authorized
to approve any deviation or exception from standard vacation entitlement during the
recruitment of full-time managers and staff.

14.143 Vacation-related travel may result in a mandated requirement for isolation or

guarantine upon return.

Those who are in a position that allows for remote work may return to work remotely
during this time.
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Those who are in a position that does not allow for remote work or those who can work
remotely but are scheduled for service delivery that must be completed on site will be
required to use one or a combination of the following for their quarantine period:

a. Vacation or floater credits; or
b. Accumulated banked lieu time; or
c. Request a leave of absence without pay

15.0 Leaves of Absence

15.1

The Library shall adopt the following Town of Caledon Corporate Procedures for the
purposes of granting and managing leaves:

e Bereavement Leave
o—Family Medical Legve

e Jury or Witness Duty Leave

e Personal Leave of Absence

e Military Reservist Leave

e Pregnancy and Parental Leave
e Public Office Leave

e Time Off for Voting

These procedures shall be adopted for use in granting and managing leaves to Full-time,
Permanent Part-time, and Casual staff as appropriate, noting that any reference to the
length of leave shall be considered as days rather than shifts. Any such time for
Permanent Part-Time and Casual staff will be paid only for days on which the employee
has been scheduled to work.

The Library will adopt all procedures in support of leaves legislated by amendments to
the Employment Standards Act, which are subsequently drafted by the Town of
Caledon.

Medical and Dental Leave

15.2

15.3

All employees are encouraged to schedule personal appointments (doctor, dentist and
appointments to attend to the needs of family members, etc.) outside of their normal
work schedule. If this is not possible, employees may seek the approval of their
manager to schedule appointments during their normal work schedule, but are
encouraged to make appointments as early or as late in their shift as possible.

It is understood that all time spent by full-time staff attending to such appointments will
be made up, by the employee, at a time mutually agreeable to both parties, or taken as
one of the options identified below:
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15.4

15.5

15.6

16.0

16.1

16.2

16.3

a. Use vacation or floater credits; or

b. Use sick credits; or

c. Use accumulated banked lied time; or

d. Reguest a leave of absence without pay
Permanent part-time and contract employees may choose one of the following options
for time lost:

a. Use sick credits;

b. Use floater; or

c. Request a leave of absence without pay
Casual employees are not entitled to paid sick credits but are eligible for job-protected

sick and family responsibility leaves as per the terms of the Employment Standards Act.
As such, any time for doctor or dental appointments should be requested as a leave of
absence without pay.

Employees in positions for which a medical or dental leave would require the scheduling
of relief staff to maintain library service levels, must request such leaves for no less than
a half (1/2) day (i.e. minimum of 3.5 hours). Cancellations of leave requests will not be
accepted once relief staff have been scheduled to cover relevant service areas.

Sick Leave

An employee who is unable to report to work due to illness shall advise their manager
or designate and/or Manager-on-Call (MOC), not later than two (2) hours before the
employee’s scheduled start time. In cases where an employee is scheduled to work at
an alternate branch, the relevant Branch Manager must also be advised.

A phone call should be the default method used for reaching the manager, unless
mutually agreed upon by staff and reporting manager. The employee is responsible for
confirming that the appropriate manager has received this communication if
confirmation of receipt is not received from the manager within 20 minutes of the time
it was sent.

Where reporting such an absence the employee must provide a telephone number
where they can be reached and must inform their manager or designate of the type of
absence (i.e.: sickness, injury, or family) and the estimated date of return to work.

In the event of an emergency, illness or injury, an employee must report to the a
manager or designate before leaving work where-practical.
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l6.4

16.5

16.6

16.7

Ongoing and regular contact either by phone or email between employee and their
manager or designate should be maintained during the absence for the purposes of
planning for the employee’s return to work.

Employees who fail to report an absence will be recorded as an unauthorized leave of
absence. Three consecutive days of absence without contact shall trigger disciplinary
action as identified in section 24.23.

Incidental Sick Leave

For the purposes of this section, such leave shall include personal sickness and
situations as described in section 15.2. Employees may also take incidental sick leave to
care for a sick child, parent, or spouse.

As per the Employment Standards Act, all employees are entitled to three (3) unpaid
days of Sick Leave and three (3) unpaid days for family responsibilities. As per Section
15.1, in such cases where the Library’s policy provides greater benefit then that required
by the Employment Standards Act, the benefit required by the Act shall not be granted
above and beyond the benefits stipulated within the Library’s policy.

Permanent Full-Time employees shall earn seventy (70 hours) of paid sick leave per
annum. This sick leave allotment is replenished on January 1 of each year and is non-
cumulative. Entitlement for staff hired part-way through the year shall be pro-rated.

Permanent Part-Time and Contract staff shall earn one (1) hour of paid sick leave for
every thirty (30) regularly scheduled hours as identified in the budget. This sick leave
allotment is replenished on January 1 of each year and is non-cumulative. Allotment
shall be based on the position’s budget-supported and approved hours for the current
fiscal year. Entitlement for staff hired part way through a year shall be pro-rated. In the
case of newly created positions, the allotment shall also be based on the approved
budgeted hours.

Casual staff are not eligible for paid sick leave but are entitled to unpaid sick leave and
unpaid leave for family responsibilities as stipulated by the Employment Standards Act.

Short Term Disability Program

The Library shall adopt the Town of Caledon’s Corporate Procedure set out to administer
the application procedure and entitlements for Short Term Disability (STD) provided by
the Town of Caledon on behalf of the Library.

The plan provides for continuation of wages for Permanent Full-Time and Permanent
Part-Time employees for the first fifteen (15) weeks if an employee is unable to work
due to an approved non-occupational illness or injury which extends beyond three (3)
working days. The proportion of the employee’s wage which is provided is dependent
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16.8

17.0

17.1

17.2

17.3

17.4

17.5

on the employee’s length of service and is subject to change based on the provisions of
available coverage.

Long Term Disability

The Library shall adopt the Town of Caledon’s Corporate Procedure set out to administer
the application procedure and entitlements for Long Term Disability provided by the
Town of Caledon on behalf of the Library.

This procedure applies to Permanent Full-Time employees of the Library.

Wages and Benefits

The Board shall align itself with the Town of Caledon’s Corporate Procedures related to
Salary Administration in order to maintain wage and salary grades that are internally
equitable, externally competitive and pay equity compliant, where relevant.

The Library’s Permanent Part-time Employees’ hourly wages are calculated by
determining the hourly equivalent of comparable Full-Time positions.

All employees shall be provided with access to the Town’s HRIS system, providing access
to bi-weekly and YTD statements of wages and deductions. Annual tax statements (T4)
shall only be available through the Town’s HRIS system.

As per Section 10.2, the Library’s adopted assessment process and timeline may vary
from shalaliga-with that identified in the Town’s Performance Management &
Succession Planning Procedure. Annual merit increases shall take effect the first full pay
in April. Wage increases in the first year of employment shall be pro-rated as necessary
to reflect the employee’s original start date.

The Board adopts the Town of Caledon’s Corporate Procedure related to Job Evaluation
to ensure the evaluation of Library positions in a consistent, fair and equitable manner.
As such, the Library will seek to actively participate in any salary or job reviews
undertaken by the Town, and but may regquesta initiate an independent review of all or

any Library positions if-deemed-appropriate.

The Town of Caledon’s Pay Equity Plan, posted on December 4, 2006, includes the
employees of the Caledon Public Library Board.

The Caledon Public Library Board provides extended health care and pension benefits as
per the Town of Caledon’s Corporate Procedure related to Group Health and Pension
Benefit to both permanent part-time and full-time employees. Benefit coverages and
amounts are provided as per the relevant benefit class and are subject to change with or
without notice.
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17.6 A Pregnancy and Parental Leave Supplement Top-up shall be provided to eligible
employees as per the Town of Caledon Corporate Procedure regarding Pregnancy and
Parental Leave.

18.0 Employee Development

18.1 The Board shall adopt the Town of Caledon Corporate Procedures related to Educational
Assistance and Professional Development and Conference & Seminars to ensure that a
process is in place for reimbursement of costs incurred by Full-Time, Part-Time and
Casual employees for educational courses or training and to define the conditions and
application process for attendance at conferences or seminars and the payment of
professional fees. The Library will not provide educational assistance for the completion
of college diplomas or university degrees, but may consider supporting post-graduate
certification and professional development that aligns with the needs of the
organization.

18.2 Authorized attendance at and travel to meetings, conferences, workshops, and other
professional activities outside of Caledon is considered regular work time. As per Section
12.8, time attending conferences, seminars, workshops, and other professional activities
for the purpose of continuing education, which is in excess of a normal workday (7
hours) or week (35 hours), shall not be considered overtime. Any full day spent
attending a conference or other development opportunity shall be credited as seven (7)
hours.

18.3 Travel time to and from activities set out in Section 18.2 within Caledon is not
considered regular work time. However, if an employee is required to be in more than
one location within a single work period, then their travel time between the various
locations is considered regular work time.

18.4 If, with the consent of the CEO/Chief Librarian, an employee is elected or appointed to
office in a national and/or provincial library association, they shall be granted leave of
absence with pay to attend meetings of that organization.

Subject to approval by the CEQ/Chief Librarian, a reasonable amount of library time
shall be allowed to employees who hold executive offices in, or who are members of,
committees of library-related organizations, to perform the duties required of those
offices.

18.5 Subject to approval by the Board, a reasonable amount of library time shall be allowed
to the CEO/Chief Librarian, to hold executive office in, or participate as a member of,
committees of library related organizations, and to perform the duties required of those
offices.
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18.6

18.7

18.8

18.9

19.0

19.1

19.2

19.3

If an employee has a specialist qualification, they may attend an annual conference or
convention in their subject specialization in lieu of a library conference. The employee
must be a personal member of the association or organization sponsoring the
conference or convention. The employee will be required to provide a business case
confirming related costs and benefits to the employee and the organization. Approval
of attendance will be at the discretion of the CEQ/Chief Librarian. Such an employee
shall be granted leave of absence with pay and with no loss of benefits. Registration
fees, transportation, hotel, meal and gratuity expenses may be paid, in full or in part, by
the Library, at the discretion of the CEQ/Chief Librarian.

Employees whose expenses are being paid by the Board for attendance at conferences
or participation in other development opportunities shall be required to submit a
training evaluation using the online form available on the library’s intranet (SharePoint)
within thirty (30) days of the event. Employees may also be required to provide a
written or verbal evaluation of such meetings to the Board or fellow staff after such
conference or convention.

Reimbursement for permitted expenses incurred while attending approved
development opportunities shall be provided within the guidelines of the Town of
Caledon’s Corporate Policy for Staff Expense.

As per the Library’s My Independent Learning Activity (MILA) program, all Permanent
Full-time and Permanent Part-time Staff are encouraged expected to complete one self-
initiated learning opportunity during the course of each year. Activities scheduled both
during and outside of regular work hours may be considered are-encouraged. Hewever
Staff will not be paid or accrue banked leu time for learning activities scheduled outside
of regularly scheduled hours. Employees will be reimbursed for travel and/or
registration expenses up to $100 per activity per annum. This will continue for the
duration of the MILA program but may be suspended by the CEQ/Chief Librarian at any
time.

Employee Expenses

Reimbursement for permitted expenses incurred while conducting business of the
Library shall be provided within the guidelines of the Town of Caledon’s Corporate Policy
for Staff Expenses.

A Personal Expense Claim detailing the mileage and other incidental expenses must be
submitted monthly or in the case of employees who do not regularly incur expenses,
when the reimbursement reaches $25.00 or at in advance of the end of the fiscal year.

Mileage shall be calculated at the approved rate per kilometer travelled. Inter-branch
travel is automatically calculated using the Personal Expense Claim form. Mileage to
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19.4

19.45

20.0

20.1

20.2

external locations shall be calculated using Google Maps or a similar service. As per the
Town of Caledon’s Corporate Policy for Staff Expense, mileage shall be calculated based
on the lesser of kilometers from the normal work location or from home to the
destination. For multiple destinations on the same trip, use the distance from one
destination to the next destination.

As Library staff may work or attend meetings at any number of locations, inter-branch
mileage will be calculated from the branch where the workday begins to the branch
where the work day ends, even if this differs from the employee’s regular branch
location.

In such cases where an employee is beginning or ending the workday at an external site
within Caledon that is more than five (5) kilometers from a branch of the CPL, mileage
expenses should be calculated from the closest branch (even if this differs from the
employee’s home branch) to the external work/outreach location.

When beginning or ending the day at an external site within Caledon that is five
kilometers or less from a branch of the CPL, the employee’s start location should be
considered as the closest branch and no mileage claims should be submitted.

Mileage claims, other than for inter-branch travel, should not be submitted for travel of
five (5) kilometers or less.

As a means of encouraging staff participation in outreach activities, employees who
represent the Library at community events may be eligible to claim mileage from their
home address to the event location. Such claims will be supported only if:

i.  The duration of the event is less than three (3) hours;
ii. The eventis on a day where the employee is not regularly scheduled to work;
and,
iii.  The total mileage claimed by the employee when attending outreach events
does not exceed 100 kilometers annually.

Carpooling, and/or the use of public transportation is encouraged when feasible and
cost effective.

Employee Recognition

The Board shall actively participate in Town of Caledon initiatives to recognize the work
and dedication of Library employees.

Additionally, the Library will invite recognized employees who have had 5, 10, 15, 20,
25, 30, 35, and 40 years of service to an annual employee recognition function,
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sponsored by the Library. This will typically be held as part of the Library’s annual Staff

Forum.

21.0 End of Employment

211

21.2

213

The Board shall adopt the Town of Caledon Corporate Procedure related to End of
Employment in order to outline the basis by which the Library and its employees might
end their employment relationship including resignation, termination, lay off, and
retirement.

Employees wishing to resign must send a letter of resignation to their manager, giving
written notice of such intention at least two weeks before the date of termination of
service. The letter of resignation may be submitted in the form of an email.

The CEQ/Chief Librarian, Directors, ard Managers and Supervisors shall provide a
minimum of four weeks’ notice of intention to resign.

All employees must advise their manager in writing, a minimum of sixty (60) calendar
days in advance of their planned retirement date.

Departing employees may be asked to participate in an exit interview to be facilitated by
the Director, Corporate Services and Projects or the CEQ/Chief Librarian.

21.34 The Board shall recognize the resignation or retirement of any employee with a minimum

of 10 years of service with a gift with a value of $10 for each year of service.

22.0 Inclement Weather and Unscheduled Closure

22.1

22.2

The Library’s Inclement Weather and Unscheduled Closure Policy (CPL-15-03) outlines
roles and responsibilities in situations where the Caledon Public Library temporarily
suspends or curtails operations due to an emergency situation, such as severe weather,
as well as in cases when the Library remains in operation but some staff may experience
difficulty reporting to work due to inclement weather or other emergency conditions.

7
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Employees shall be paid for scheduled hours not worked when the Library was closed due
to inclement weather. This compensation is on the basis that, during the emergency, they
are to remain available for a call-in to work to complete the balance of their shift as
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deemed necessary by the CEOQ/Chief Librarian or designate. Compensation for missed
time for extended closures will be at the discretion of the Library Board.

Employees whose positions do support remote work, regardless of their scheduled
location of work, are expected to work remotely during unexpected facility closures
unless otherwise directed by the CEO/Chief Librarian or designate.

23.0 Health and Safety

23.1

23.2

23.3

The Health and Safety Policy of the Town of Caledon is the Health and Safety Policy of
the Library. As per the requirements of the Occupational Health and Safety Act (OHSA),
this document shall be forwarded for receipt and approval by the Library Board on an
annual basis, following yearly revisions by Town Senior Leadership.

The Library shall adopt the following Town of Caledon Corporate Procedures for the
purposes of ensuring the Health and Safety of staff, volunteers and library visitors

e Emergency Evacuation Plan

e Employee & Family Assistance Program (EFAP)

e Fit for Duty

e Harassment, Sexual Harassment and/or Discrimination in the Workplace
e Scent Sensitivity

e Smoke-Free Workplace

e Take Our Kids to Work

e Workplace Accommodation
e Workplace Violence

In response to public health concerns, and in support of the Library’s legislated duty to

provide a safe workplace for its employees, the Library may officially adopt any related
Town of Caledon Policy Statement and/or public health guidelines, including those
related to Employee Vaccination.

Such a policy statement would apply to all employees of the Library, including full-time,
part-time, permanent, temporary and casual, and would remain in place until such time
that it is suspended or rescinded by the Town.
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234

23.5

23.6

23.7

23.8

As per the Town of Caledon’s Working Alone Policy, the Library shall draft and maintain
Standard Operating Procedures (SOP) for those positions that are regularly or
occasionally scheduled as the only staff member at a given location.

This document shall include reference to the type of work undertaken, training,
communication, emergency contacts and procedures as well as any other relevant
information.

The Library shall maintain comprehensive safety programs at all its locations and to
provide employees and volunteers with a safe and healthy work environment. The
Library shall take all reasonable and practical steps to eliminate workplace conditions
which might cause injuries or adverse health effects.

The Town of Caledon and the Library Occupational Health and Safety Program has been
established in compliance with the Ontario Occupational Health & Safety Act. The
CEO/Chieftibrarian Director, Corporate Services and Projects is responsible for
administering the program. Each employee and volunteer shall comply with all safety
and health regulations. Each employee and volunteer is expected to identify potential
safety hazards and alert management.

The safety program and legislative requirements will be reviewed on an annual basis by
the Joint Health and Safety Committee and Town of Caledon Health and Safety Advisor.
Any updates to the program will be implemented as required.

Safety shoes, hats, or protective clothing, shall be worn at all times where required in
accordance with the Workplace Safety and Insurance Act, the Occupational Health and
Safety Act and the Town of Caledon’s Health and Safety Policy.

The Library shall provide a pool of protective wear for occasional users and will
reimburse up to $100 to employees whose positions require more regular use of
protective footwear. Presentation of receipts along with a Personal Expense Claim are
required. Determination of regular use will be made by the CEO/Chief Librarian in
consultation with the Leadership Team.

24.0 Employee Conduct, Guidelines, and Discipline

24.1

The Library Board expects all Library employees to conduct themselves in a professional
manner in the performance of their duties. The Caledon Public Library Employee Code
of Conduct (CPL-26-36) has been adopted for the purpose of clarifying expectations for

employee accountability and behaviour.
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24.2

24.23

In addition to the Employee Code of Conduct, all employees are also required to review
and acknowledge their understanding and corresponding commitment to act in
accordance with the following Library policies:

e Artificial Intelligence Policy (CPL-26-35)

e Privacy Policy (CPL-15-01)

e Remote Work Policy (CPL-22-30) — for relevant positions

e Social Media Policy (CPL-17-19) including Guidelines for Social Media use by
Employees

e Staff Acceptable Use of Technology (CPL-17-20)

The Board and CEO/Chief Librarian shall, when deemed necessary, establish additional
rules to govern employee conduct.

To ensure a consistent fairand-eguitable-disciplinary process aetien for all Library
employees, the following course of progressive discipline will be used to address any
failures to abide by the code of conduct, provided guidelines and related policies.

At any time during the process, a manager may refer the employee to the Employee
Assistance Program, where appropriate. If a situation warrants immediate attention for
a serious offence or violation, the Library may initiate discipline at any step of the
process up to and including termination. Confidentiality will be maintained throughout
the discipline process except as required by law. Advice from the Town’s People Services
Department and/or external legal counsel will be sought when required, as a means of
ensuring that all disciplinary action is in alignment with relevant legislation and best
practice.

In all cases, an employee is made aware of a performance or behaviour problem
promptly to ensure that he or she knows the standard expected. The progressive action
process is not a means of regular performance management or coaching but rather is
initiated for serious situations in which policies and procedures have been ignored or
contravened, or an employee’s performance repeatedly fails to meet acceptable
standards.

Step 1: Verbal Warning - Except in the case of serious misconduct, an informal meeting
between employee and manager is the initial step in dealing with a job performance or
conduct problem. These meetings are intended to assist the employee in recognizing
the problem in its early stages in order to achieve the expected job performance
standards or conduct within an agreed-upon time frame. All such verbal warnings will be
followed up with an email to confirm the date and content of the discussion. Such
follow up does not constitute a written warning.
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Step 2: Written Warning — Except in the case of serious misconduct, should the problem
continue after the time period specified in Step 1, an employee will be given a written
warning. The employee is advised that continued failure to improve the behaviour
could lead to further disciplinary action including possible dismissal.

Step 3: Second Written Warning — In some cases the CEO/Chief Librarian may elect to
provide a second written warning prior to progressing to suspension as stipulated in
Step 4. This will be at the CEO/Chief Librarian’s discretion and will be based on the
severity of the staff infraction. Additional coaching, training and professional guidance
may be provided and the employee will again be advised that continued failure to
improve the behaviour could lead to further disciplinary action including possible
dismissal.

Step 4: Suspension — Except in the case of serious misconduct, if the employee’s
performance fails to improve or if there is a recurrence of misconduct, the CEO/Chief
Librarian may opt to issue an additional written warning accompanied by a period of
suspension without pay rather than immediately proceeding to Step 5. The CEQ/Chief
Librarian will determine the need for and length of the suspension without pay. After
the suspension, an interview will be scheduled to discuss the conditions of return to
work. The employee will be advised that continued failure to improve the behaviour will
lead to dismissal.

Step 5: Dismissal — If the employee fails to improve or if there is a recurrence of
misconduct, dismissal of any employee may be initiated by or approved by the
CEQ/Chief Librarian, who shall immediately inform the Board of such action. In the
absence of the CEQ/Chief Librarian, the Acting Chief Librarian may suspend an employee
and the employee shall remain under suspension pending discussion with the CEQ/Chief
Librarian or the Board.

Where discipline is applied, a written notice will include: the type and details of the
infraction, the corrective action required, any previous action taken to make the
employee aware of the need for change or improvement, and consequence of lack of

improvement.

Page 29 of 33



25.0 Electronic Monitoring

25.1

25.2

25.3

25.4

Caledon Public Library values trust, discretion, and transparency and believes employees
deserve to know when and how their work is being monitored. As per the requirements
of the Ontario Employment Standards Act, the following guidelines confirm the Library’s
practices and procedures related to electronic monitoring of employees.

As per the Caledon Public Library Staff Acceptable Use of Technology (CPL-17-20), as a
means of protecting the security of the Library computing environment and facilitating
systems management, the Library may monitor a staff member’s computer
use/equipment and data stored or communicated through technology resources to
ensure appropriate use. Any such monitoring requiring access to the employee’s
documents, browsing history or email accounts, will only be undertaken with the
authorization of the CEQ/Chief Librarian.

Most Caledon Public Library employees have been issued swipe cards as a means of
accessing Town Hall and other Town of Caledon properties. As per the Town of Caledon
Corporate Procedure for Electronic Monitoring, the Town can retrieve data regarding an
individual, time, and location. This data may be gathered by the Town on an as-needed
basis for use in internal investigations related to health and safety. It shall not be used
by the Library to track an employee’s location or hours worked.

As per the Caledon Public Library Video Surveillance Policy (CPL-25-34) “Video
surveillance will not be used to track or monitor the performance or conduct of library
employee”.
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26.0 General

26.1

26.2

26.3

26.5

26.6

26.7

27.0

Each employee may request access to review their personnel file as per the process
identified in the Town of Caledon Corporate Procedure for Employee File Review. Such
requests should be addressed to the employee’s manager.

The Board shall adopt the Town of Caledon Corporate Procedure and guidelines for the
purposes of Issue Resolution, in order to provide employees with an impartial process to
resolve work related issues.

The CEQ/Chief Librarian shall assume the rights, roles and responsibilities of the Town
CAO in the application of this procedure on behalf of the Library.

The CEOQ/Chief Librarian shall ensure that the Library is made aware of any changes to
relevant Town policies or procedures and shall have authority to determine whether
such changes shall be automatically adopted or require review by the Board. The
CEO/Chief Librarian shall advise the Board at any time of any items relevant to the
Personnel Policy that require immediate attention.

This policy, when adopted by the Board, shall replace all previous personnel policies of
the Library, the Board, the Town of Caledon Public Library, the Township of Caledon
Libraries, the Caledon East Public Library and the Albion-Bolton Union Library.

As per Section 9.4, all employees will be required to acknowledge their receipt and
understanding of this policy upon initial appointment and upon any revision to the
document.

This policy is effective as of July 1, 20624 2026 and shall remain in full force and effect
until amended by the Board.

Related Documents:

e Public Libraries Act, R.S.0. 1990, c. P.44

e Accessibility for Ontarians with Disabilities Act, 2005, S.0. 2005, c.11
e Occupational Health and Safety Act, R.S.0. 1990, c.0.1

e Ontario Employment Standards Act, 2000, S.0. 2000, c.41

e Ontario Human Rights Code, R.S.0. 1990, c. H.19

e Town of Caledon Corporate Policies

o—Employee Codeof Conduct
o Staff Expense Policy
o Health and Safety Policies
=  Working Alone
e Town of Caledon Pay Equity Plan
e Town of Caledon Corporate Procedures
o Bereavement Leave
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Electronic Monitoring
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Employee File Review

Employment Reference Check
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Fit for Duty

Group Health and Pension Benefit

Harassment, Sexual Harassment and/or Discrimination in the Workplace
Issue Resolution

Job Evaluation

Jury or Witness Duty Leave

Long Term Disability

Military Reservist Leave

Organizational Restructuring
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Paid Holidays

Performance Management and Succession Planning
Personal Leave of Absence
Police Record Check
Pregnancy and Parental Leave
Public Office Leave
Recruitment and Selection
Salary Administration

Scent Sensitivity

Secondment

Short Term Disability

o Smoke-Free Workplace

Take Our Kids to Work

Time Off for Voting
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Workplace Accommodation
Workplace Diversity
Workplace Violence

e Caledon Public Library Policies and-Precedures
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o O

CPL-15-01 Privacy Policy

CPL-15-03 Inclement Weather and Unscheduled Closure Policy

CPL-17-19 Social Media Policy including Guidelines for Social Media use by
Employees

CPL-17-20 Staff Acceptable Use of Technology

CPL-22-29 Disconnecting from Work Policy

CPL-22-30 Remote Work Policy
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CPL-24-33 Succession and Leadership Planning Policy
CPL-25-34 Video Surveillance Policy

CPL-26-35 Artificial Intelligence (Al) Policy

CPL-26-36 Employee Code of Conduct

e Caledon Public Library Standard Operating Procedures

O
O
O

e Forms

O
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Recruitment and Interviewing
Onboarding and Interviewing
Employee Training Request and Approval

Personal Expense Claim
Personnel Policy Acknowledgment Form

e—Eraeleyee-bevelesmeni-Feedbaslcferm

O O O O O

Employee Workplace Accommodation Request Form
Personal Inventory of CPL Property

Tuition Reimbursement Form

Employee Training Request Form

Employee Training Evaluation Form
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Updated May 25, 2026

Month

December
2025

January 2026

February 2026
March 2026

April 2026

SN NENRN

ASANENENENRN

NN

\

SSENENENENENEN

Governance/Strategic Issues
(activities in order to fulfill accountability obligations | policy

development, review and revision, financial oversight, connections
with council and community, monitoring and evaluation, committee

work e.g. CEO appraisal, facility planning recruitment)

OLA Board Attendance Confirmation

Internet and Technology Acceptable Use Policy
Inclement Weather and Unscheduled Closure Policy
Records Management and Retention Policy Review
— deferred from November

Room Usage Policy Review — deferred from
November

Privacy Policy Review

Operational Policy Review

Planning Policy Review

Al Policy - New

Review of 2025 Strategic Actions Completed
Review of 2025 Q4 and Annual Statistics

No scheduled meeting

Board By-Laws Review

Annual Board Assessment Policy Review

Rights and Safety of Children and Teens in the
Library Review

2025 Year End Strategic Assessment and Evaluation
Report

2025 Annual Report

OLA Super Conference Key Takeaways
Fundraising and Gift Acceptance Policy Review
The Library and Political Elections Policy Review
Board-CEOQ Partnership Policy Review

Valuing Ontario Libraries Toolkit (VOLT)

Review of quarterly statistics — Q1

v

AN

AN

YRR

Information Needed
(reports and monitoring documents and
additional information required to support
discussion of and action on strategic issues)

Board Assessment Results
Drafted policies

2025 Q4 and Year End Statistics
Report

2025 Procurement Update
2025 Donations Reserve Update
Drafted policies

2025 Strategic Scoresheet
Draft annual report
Drafted policies

Drafted annual Report
2026 Q1 Statistics Report
Drafted policies

VOLT results

Proposed CEO PA document

Board Action
(proposed action as a result of

governance and/or strategic issues

and discussions)

OLA Conference
Registration

Meeting of
Advocacy/Fundraising
Committee

OLA Super Conference/
OLBA Boot Camp
attendance

Meeting evaluation
Sharing of OLA/webinar
Takeaways

Meeting of
Advocacy/Fundraising
Committee

Meeting of CEO
Assessment Committee
Presentation of Annual
Report to Council



May 2026

June 2026

July 2026

August 2026

September
2026

October 2026

November
2026

Revisions to CEOQ/Chief Librarian Performance
Appraisal Document

Personnel Policy Review

Disconnecting from Work Policy Review
Remote Work Policy Review

Succession and Leadership Planning Policy
Board Code of Conduct Review

Public Code of Conduct Review

Employee Code of Conduct — NEW

Annual CEO/Chief Librarian Performance Appraisal

Collection Development Policy Review
Programming Policy Review

Volunteer Policy Review

Makerspace Interim Service Review Report

No scheduled meeting

2027 Budget Proposal
Audited Financial Report
Review of quarterly statistics — Q2

Accessibility Policy Review
Diversity and Inclusion Policy Review

Review of quarterly statistics — Q3

Public Complaint Handling Policy Review

Board Term Legacy Document

Trustee Position Description Review

Schedule of Board Meetings — 2027

Annual Board Assessment

Town of Caledon Health and Safety Policy
Statement Report

Art Exhibit, Display and Community Information
Policy Review

Drafted policies

Mid-year procurement update
Mid-year reserves update

Drafted policy
Drafted report

CEO to provide goals for coming
term — July 2026 to June 2027

2026 Q2 Statistics Report

Draft 2027 budget
Financial documents

Drafted policies

Drafted policy

Drafted position description
2026 Q3 Statistics Report

Assessment criteria and
questions
Drafted policies

Presentation of VOLT
findings to Council
Meeting of CEO
Assessment Committee

Meeting evaluation
Meeting of
Advocacy/Fundraising
Committee

Finance committee
meeting to review draft
budget

Meeting of
Advocacy/Fundraising
Committee

Staff Forum

Meeting evaluation

OLS Board Assembly
Meeting
Completion of
Assessment
Questionnaire



December
2026

January 2027

Reserves Policy Review
Fundraising and Gift Acceptance Policy

No scheduled meeting

Mid-year CEO/Chief Librarian Performance
Appraisal

2027 budget Update

Al Policy Review

Board Assessment Results
Completed appraisal

2026 Q4 and Year End Statistics
Report

2026 Strategic Scoresheet
2026 Procurement Update
2026 Reserves Update

Board Panel Discussions
to inform applicants to
new term

Meeting of CEO
Assessment Committee
Meeting of
Advocacy/Fundraising
Committee

OLA Boot Camp
Registration for new term
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