
Agenda 
Board Meeting 

St. Thomas Public Library Board 
June 15, 2022 

4:15 p.m. Zoom – Online Meeting 
 

Mission of the St. Thomas Public Library 
We Connect 

 
 

1.  Adoption of Agenda           MOTION 
 
2.  Declaration of Pecuniary Interest 

3.  Minutes from Meetings 
 
3.1  Minutes of Meeting May 18, 2022      MOTION 
  

4.  Matters Arising from the Minutes 
 
5.  Communications Plans – Mallory Pearce      PRESENTATION 
 
6.  Summer Programs/Outreach – Darlene Vreman & Amelia Bainbridge  PRESENTATION 
 
7. Management Team Reports 
 
 7.1  CEO Report  
  7.1.1  Board Meeting Times and Formats        DISCUSSION & MOTION 
   

7.1.2  Elections, Including Use of Library Resources  
During an Election Period Policy                    MOTION 

   
7.1.3  Administrative Clerk/Wellness Coordinator Job Description  MOTION 

      
     
 7.2 Library Services Report 
   

7.2.1 Library Space Changes – Nadine Poulos   PRESENTATION 
   

7.2.2 Programming Policy        MOTION 
   

7.2.3 Land Acknowledgement Policy      MOTION 
   

7.2.4 Attendance Support Plan Policy      MOTION 
 
 
7.  Reports - Standing Committees – Reports 

 
7.1  Finance Committee  
   

7.1.1 Revenue & Expenditure Statement     MOTION 
   

7.1.2 Designated Deferred Funds Statement     MOTION 
   
7.2   Personnel Committee -             NO REPORT 
                      
7.3  Public Relations and Fundraising Committee –           NO REPORT 



 
 7.4 OLS Board Assembly –              NO REPORT 
        
 7.5  Federation of Ontario Public Libraries –            NO REPORT  
 
 7.6 Friends of the Library -              NO REPORT       
 
 
8.   Correspondence – BWGPL Board Letter        For Information     
 
9.   Health and Safety –                 NO REPORT 
  
10.  Other Business –                       NONE 
 
11.  Motion for Adjournment         MOTION 
 
12.  Next Meeting –                September 21, 2022 
 
 
Distributed at Meeting:   
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MINUTES 
ST. THOMAS PUBLIC LIBRARY BOARD 

May 18, 2022 
4:15 p.m. Zoom – Online Meeting 

 
Mission of the St. Thomas Public Library 

We Connect 
 
 

 
Present:  Greg Grondin, Chair; Terry Metcalf, Vice-Chair; Councilor Joan Rymal; Councillor Lori 

Baldwin-Sands; Elizabeth Bourque; Peter Thornton 
 
Staff: Heather Robinson, CEO; Aaron DeVries; Dana Vanzanten; Nadine Poulos; Tammi 

Hawley 
 
Guests: Christene Scrimgeour, Scrimgeour & Company; Ed VanderMaarel, Architect; Jeff Bray, 

Director of Parks, Recreation and Property. 
  
Regrets Deb Laverty; Deanne Feenstra 
 
Approval of Agenda 
 
22-27 Moved by Lori Baldwin-Sands, seconded by Joan Rymal, that the Agenda be adopted 

as presented; CARRIED. 
 
Declaration of Pecuniary Interest – There was none declared. 
 
Minutes from April 20, 2022 
 
22-28 Moved by Elizabeth Bourque, seconded by Terry Metcalf, that the Minutes be accepted 

as presented; CARRIED. 
 
Matters Arising from the Minutes – NONE 
 
2021 Draft Audited Financial Statements 
 
22-29 Moved by Joan Rymal and seconded by Terry Metcalf that the Draft Audited Financial 

Statement be approved as submitted.  CARRIED 
  
 
Management Team Reports 
 
CEO Report – Received for Information 
 
22-30 Piano for Westlake Evans Park in Library 
 Moved by Terry Metcalf, seconded by Lori Baldwin-Sands, that the location of the Piano 

be in the Library, with the ownership and maintenance being the responsibility of the 
City; CARRIED. 
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22-31 Staff Development Days 
 Moved by Joan Rymal, seconded by Peter Thornton that the Library will close for June 

10th and September 23rd for Staff Development Days; CARRIED 
 
 
22-32 Annual Survey 2021 
 Moved by Elizabeth Bourque and seconded by Lori Baldwin-Sands that the survey be 

accepted as submitted.  CARRIED. 
 
22-33 Master Plan 
 Moved by Terry Metcalf and seconded by Joan Rymal that the Master Plan final draft be 

accepted as submitted.  CARRIED 
 
22-34 Rescind Proof of COVID-19 Vaccination Policy & Procedures 
 Moved by Joan Rymal, seconded by Terry Metcalf that the policies be rescinded; 

CARRIED 
 
Library Services Report – Received for Information 
 
22-35 Land Acknowledgement 
 Moved by Lori Baldwin-Sands, seconded by Elizabeth Bourque that the basic structure, 

of the Land Acknowledgement be accepted with the knowledge that it may need to be 
revised as information expands; CARRIED. 

 
22-36 Honoraria 
 Moved by Joan Rymal, seconded by Peter Thornton, to defer the Honoraria discussion 

and bring it to the Board as a policy; CARRIED 
 
22-37 Story Walk Holders 
 Moved by Terry Metcalf, seconded by Joan Rymal, that the 20 Story Walk posts be 

purchased and paid for with Designated Deferred funds; CARRIED. 
 
Reports - Standing Committees 
 
Finance Committee 
 
22-38 Revenue and Expenditure Statement 

Moved by Terry Metcalf, seconded by Joan Rymal that the Revenue and Expenditure 
Report be approved as presented; CARRIED 

 
Personnel Committee - None 
 
Public Relations and Fundraising Committee – None 
 
OLS Board Assembly Report - None 
 
Federation of Ontario Public Libraries – None 
 
Friends – For Information 
 
Correspondence – None 
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22-39 Health and Safety 
 Moved by Joan Rymal, seconded by Peter Thornton that the Joint Health and Safety 

Committee Meeting Board Report dated September 1, 2021 be accepted as presented; 
CARRIED 

 
Other Business – None 
 
Motion for Adjournment 
 
22-40 Moved by Lori Baldwin-Sands, seconded by Joan Rymal, that the meeting be adjourned 

at 4:55 p.m.;   CARRIED. 
  
Next Meeting – June 15, 2022 @ 4:15 pm 



CEO Report to Board – June 2022 
 
Board Meeting Times and Format  
 
As we are entering into a changeover in our Library Board after the Municipal Election, it 
is a good time to consider making changes that would encourage diverse and inclusive 
membership.   One perceived barrier to this is the time at which our Board meets.   For 
those who are working and for those with children in school, for instance, it would be 
very difficult to commit to a meeting at 4:15 p.m.   I surveyed the meeting times of 25 
other libraries to get a sense of when other Boards meet and here are the results. 
 
9:00 a.m. – 1 library 
4:00 p.m. – 2 libraries 
4:30 p.m. – 1 library 
5:00 p.m. – 1 library 
5:30 p.m. – 4 libraries 
6:00 p.m. – 4 libraries 
6:30 p.m. – 3 libraries 
7:00 p.m. – 9 libraries 
 
I hope that this information will inspire discussion of this topic.   Also to be considered is 
the will of the Board regarding how they would like to meet moving forward (i.e. online, 
in-person or a hybrid approach).   
 
       MOTION REQUIRED 
 
 
Public Library Sign 
 
The Library was unexpectedly gifted with a painted wooden sign that says “Public 
Library” from Elgin County Museum.    The sign that is on it reads “From the Old St. 
Thomas Library built 1904”.   The Museum has had it in its collection for many years 
and felt that it needed to “come home”.    We will work on finding a place to hang it. 
 
Elections Policy 
 
After reviewing the Library and Political Elections Policy (01-16),  I determined that it did 
not include enough detail to properly support the Library during election periods.    I 
reviewed the policies of other library systems and am submitting a renamed policy to 
replace it called Elections, Including Use of Library Resources During an Election 
Period Policy to replace it. 
 
       MOTION REQUIRED 
 
 



Staffing Announcements 
 
I wanted to inform you that Mallory Pearce has tendered her resignation as Marketing 
Coordinator for the Library effective June 30th.   Although sad to say goodbye to Mallory, 
we are very excited for her as she begins a newly created position at Western 
University.  Mallory has been with the Library since June 2016 and has very capably 
handled all aspects of marketing with poise and grace.   She maneuvered us very 
effectively through the pandemic years which was no small feat and is well respected 
not only at the Library but also at the City.   She has been called upon to assist City staff 
in a number of ways over the years.   We will be posting this position as soon as 
possible. 
 
We welcomed two new staff members to fill the vacant Temporary Library Assistant 
positions this month.   Their names are Kyrstie Pounder and Laurie Aaviku and both 
have jumped right into all aspects of life at the Library.   Kyrstie even volunteered to 
work at the Home Show when we found ourselves short-staffed. 
 
Submitted by: 
 
Heather Robinson 
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POLICY 
 

Policy Type:  Board    Policy Number: 01-16  
Policy Title:  Library and Political Elections Policy  

 
 

Purpose: 
One of St. Thomas Public Library’s core values is to support the community in civic 
engagement and participation.  At the same time, St. Thomas Public Library (STPL) 
strives to be non-partisan in our services, spaces and communications. To accomplish 
this St. Thomas Public Library will be non-partisan in its use of resources and will not 
support, endorse, or advocate the viewpoints or beliefs of any one candidate, political 
party, organization or group. 
  
The purpose of this policy is to provide a consistent approach and direction on how 
Library resources can and cannot be used during municipal, school board, provincial 
and federal election campaigns or questions on the ballot. It is also to ensure that St. 
Thomas Public Library is in compliance with relevant legislation including, but not limited 
to, the Municipal Elections Act, the Province of Ontario Elections Act, and the Canada 
Elections Act. 
  
 
 
Scope and Legal Framework: 
The Library must act and appear to act in a non-partisan way at all times, but especially 
during elections. While supporting the democratic process, freedom of expression and 
informed discussion on political issues, the library must comply with legislation related 
to elections. These regulations are included in the Municipal Elections Act, 1996 as 
amended by Bill 181, the Municipal Elections Modernization Act, 2016. Specifically, 
Clause 88.18 Use of municipal, board resources states: 
  
Before May 1st in the year of a regular election, municipalities and local boards shall 
establish rules and procedures with respect to the use of municipal or board resources, 
as the case may be, during the election campaign period.  
 
Board members, employees and volunteers of the library must comply with this policy in 
their dealings with candidates and political parties and the use of library resources 
during the campaign periods for municipal elections. These rules and procedures will 
also be used for provincial and federal elections.  
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Campaign Contributions: 
In accordance with the Municipal Elections Act, Section 70(4), the Elections Finances 
Act, Section 16(1), and Canada Elections Act, Section 404(1), St. Thomas Public 
Library may not make a contribution to the campaign of any candidate or political party 
in the form of money, goods or services.  
 
 
Use of Library Resources and Property: 

a) All candidates and political parties have equal access to publicly available 
resources and services of the library. 

b) Meeting rooms may be rented in accordance with the Meeting Room Policy.  
c) Candidates cannot use equipment, supplies, staff or other operational resources 

of the library nor may they use the library’s logo in any campaign material.  
d) ‘All-candidates’ meetings can be held at the library, either as a library program or 

sponsored by another group, provided that all candidates are invited to attend 
such meetings. A candidate cannot be featured or promoted in association with 
any other regular library program or event.  

e) Candidates and political parties are not permitted to distribute campaign 
materials on library premises. 

f) In accordance with the Canada Elections Act section 81.1(1) federal election 
candidates or their representatives are allowed to campaign in facilities that are 
available for free to the public. During municipal and provincial elections 
candidates will be granted the same right to campaign in the library.  

g) No election sign or poster specific to a candidate or political party can be posted 
on the grounds of the library or in the library building.  

 
 
 
Employee and Volunteer Participation in Election Campaigns: 
Any library employee running as a candidate in the municipal election will comply with 
Section 30 of the Municipal Elections Act. A library employee or volunteer involved in a 
political campaign must be politically neutral in carrying out their library duties and must 
not participate in campaign activities during their working hours. 
 
 
 
Library Board Members as Candidates: 
Board members may continue their library board responsibilities when they are running 
for office. 
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Requests for Information about the Library: 
The CEO or designate will coordinate requests for information about the library received 
from candidates or political parties. Information that is provided by the library to one 
candidate or political party will be provided to all other candidates and political parties 
upon request during an election. 
Any candidate or political party may request a meeting with the CEO or tour of the 
library. 
 
 
 
 
Approved Date: January 16, 2019   
Supercedes Date: May 16, 2018 
Review Date:  October 2022  
Reference: Library Board Meeting, January 16, 2019   



Elections, Including Use of Library Resources During an Election Period 
 

1. Purpose: 
 
This policy allows St. Thomas Public Library to balance the need for freedom of 
expression and assembly of candidates and its legal responsibility to ensure that no 
candidate, registered third-party advertiser or political party is provided with an unfair 
advantage. 
 
This policy sets out provisions for the use of the Library’s facilities, resources and 
infrastructure during an election period by Board Members and candidates.   This is in 
order to preserve the public trust, to maintain neutrality of St. Thomas Public Library 
during election campaigns, and to ensure that St. Thomas Public Library complies with 
the Municipal Elections Act, 1996. 
 

2. Legislative Authority 
 
The Municipal Elections Act, 1996 requires local boards to establish rules and 
procedures for the use of resources during the election period (section 88.18).   It also 
prohibits local boards from making a contribution (including money, goods and services) 
to any candidate, registered third party advertiser or political party during an election 
(sections 88.8(4) and 88.12(4)). 
 
The Election Finances Act, 1990 and the Canada Elections Act, S.C. 2000 impose 
contribution restrictions for provincial and federal election campaigns, respectively. 
 

3. Underlying Principles 
 
The Library values intellectual freedom – “guaranteeing and facilitating the free 
exchange of information and ideas in a democratic society, protecting intellectual 
freedom and respecting individuals’ rights to privacy and choice.”   In keeping with this, 
the Library seeks to engage and encourage discussion in civic and social issues in a 
manner that is fair and equitable to all those seeking elected office. 
 

4. Application 
 
This policy applies to St. Thomas Public Library Board members and candidates 
including City Councillors, registered third-party advertisers and political parties during 
an election period.   This policy also applies to employees of St. Thomas Public Library 
and their dealings with candidates, including City Councillors, during an election period. 
 
This policy applies to municipal (including school board), provincial and federal elections 
or by-elections, and to questions on the ballot.   References in this policy with respect to 
political parties refer to provincial and federal elections or by-elections and do not apply 
to the City of St. Thomas municipal elections or by-elections. 
 



This policy recognizes that Members of Council are holders of their office until the end 
of the term and supports them in continuing to fulfill their responsibilities as Members of 
Council, despite their candidacy in an election.  This policy also recognizes that St. 
Thomas Public Library Board continues to meet and conduct business during an 
election period.  Nothing in this policy shall prohibit members of St. Thomas Public 
Library Board from performing their duties or precludes a Member of Council from 
performing their duty as an elected official, nor inhibits them from representing the 
interests of their constituents. 
 

5. Policy Statement 
 
St. Thomas Public Library supports the principle of intellectual freedom, which is the 
free exchange of information and ideas in a democratic society.  The Library seeks to 
engage and encourage discussion on civic and social issues in a manner that is neutral, 
fair and equitable to all those seeking elected office.   St. Thomas Public Library does 
not make contributions (including money, goods and services) or use Library resources 
to promote any candidate, registered third-party advertiser, political party, or supporters 
of a question on a ballot during an election. 
 

6. Board Members 
6.1 Citizen Board Members of St. Thomas Public Library Board must inform 

the CEO/Chief Librarian immediately if they register to run for office in an 
election.   Citizen Board Members should also contact the City Clerk’s 
Office immediately and abide by City policies which affect Citizen Board 
Members running for office. 

6.2 Councillor Board Members must inform the CEO if they are running to 
become an MP or MPP. 

6.3 Library Board Members may engage in political activity, including 
endorsing or opposing a candidate, political party, or a particular response 
to a referendum question, but not in a manner that would lead a member 
of the public to infer that they are acting in their capacity as a Library 
Board Member or on behalf of St. Thomas Public Library. 

 
7. Access to Library Facilities during an Election Period 
7.1 Library facilities and Library infrastructure may not be used for any 

election-related purpose by a candidate, registered third-party advertiser 
or political party.   In particular, signs may not be erected of displayed on a 
facility that is owned or operated by the Library. 

7.2 Candidates, registered third-party advertisers or political parties in an 
election cannot use the facilities, equipment, supplies, programs and 
services (including online services, social media, and email), staff, or other 
resources of the Library for any election campaign or campaign-related 
activities (except for facilities rented in accordance with the Facility Policy 
06-01) 

7.3 All-candidate meetings may be held at Library facilities provided that all 
candidates for an office are invited to attend such meetings. 



7.4 Candidates, registered third-party advertisers or political parties may not 
distribute campaign materials on or in library facilities or at library events. 

7.5 Candidates, registered third-party advertisers or political parties cannot 
undertake campaign-related activities on Library property (except for 
facilities rented in accordance with the Facility Policy 06-01).  The Library 
will not permit the display and distribution of materials primarily political in 
nature (including election campaign materials) on library property. 

 
8. Access to Library Resources during an Election Period 
8.1 The Library’s logo, slogans, or other intellectual property may not be 

printed, posted or distributed on any election-related campaign materials 
or included on any election-related website. 

8.2 Candidates may not post photographs of themselves with Library 
employees in “uniform”, including nametags. 

8.3 Photographic or video materials that have been or may be created by 
Library employees or with Library resources may not be used for any 
election purpose or in campaign materials. 

8.4 Website or domain names that are funded by the Library may not include 
any campaign materials, make reference to and identify any individual as 
a candidate, registered third-party advertiser or political party or profile any 
slogan or symbol associated with a candidate, registered third-party 
advertiser or political party. 

 
9. Access to Library information during an Election Period 
9.1 Information provided to one candidate, registered third-party advertiser or 

political party that is of a general nature and may provide valuable 
guidance to all others will be provided to all candidates, registered third-
party advertisers or political parties.   The Library will post the information 
on the internet or through other mechanisms to ensure equal access to 
information. 

 
10 Attending Library Events during an Election Period 
10.1 Candidates, third-party advertisers or political parties are permitted to 

attend library events, or events held at Library facilities, in either their 
capacity as elected representatives or private citizens, but may not 
campaign while in attendance.  No election signs may be posted and no 
campaign materials may be disseminated at Library events. 

10.2 Elected officials are permitted to attend library-organized events or events 
held on library facilities and act as ceremonial participants in their capacity 
as elected officials, including speaking at the event and partaking in 
ceremonial activities.  In provincial or federal elections, once the writ is 
issues, MPPs and MPs, with the exception of Ministers of the Crown, are 
no longer elected officials and therefore should not be invited to attend 
library events. 

 



11 Restrictions related to Services Provided to Members of Council 
during an Election Year 

 
11.1 As Members of Council may also be candidates in a municipal election, 

after the first day upon which nomination papers may be filed in the 
municipal election year, Library Employees will discontinue the following 
activities for Members of Council.   The same rule applies to all Members 
of Council, irrespective of whether they are seeking election in the new 
term or not: 

a) Advertising and other communications materials paid for by Library funds 
and distributed by the Library will not reference the name of a Member of 
Council.   The exception is that Library publications which usually have the 
names of all Board Members listed as being members of the St. Thomas 
Public Library Board, including members who are City Councillors, will 
continue to list them until the new Library Board has been appointed. 

b) Program and event signage, including banners and posters, will not 
reference the name of a Member of Council. 

c) Media releases issued by the Library will not reference the name of a 
Member of Council. 

d) Media releases will not be distributed on behalf of any Member of Council 
unless such a release is considered to be consistent with their duties as 
an elected official.   The decision to distribute a release will be made by 
the CEO/Chief Librarian. 

 
 
Definitions 
 
“Campaigning” – means any activity by or on behalf of a candidate, registered third-
party advertiser, political party or question on a ballot meant to elicit  support during the 
election period.   Campaigning does not include the appearance of elected officials, 
other candidates or registered third-party advertisers at an event in their personal 
capacity without the display of any signage or graphic that identifies the individual as a 
candidate or registered third-party advertiser(s) and without the solicitation of votes. 
 
“Campaigning Materials” – means any materials used to solicit votes for a candidate or 
question on the ballot in an election period, including, but not limited to:   literature, 
banners, posters, pictures, buttons, clothing or other paraphernalia.   Campaign 
materials include, but are not limited to:   materials in all media, such as print, displays, 
electronic, radio or television and online sources, including websites or social media. 
 
“Candidate” – means any person who has filed and not withdrawn a nomination for an 
elected office at the municipal (including school board), provincial or federal level in an 
election or by-election. 
 
“Contribution” – as defined in the Act: 
 



• For a candidate – means “money, goods and services given to and accepted by 
a person for their election campaign, or given to an accepted by another person 
who is acting under the person’s direction”. 

• For a registered third-party advertiser – means “money, goods and services 
given to and accepted by an individual, corporation or trade union in relation to 
third-party advertisements, or given to and accepted by another person who is 
acting under the direction of the individual, corporation or trade union”. 

 
“Elected Official” – means an individual elected to the House of Commons, the 
Legislative Assembly of Ontario, St. Thomas City Council or a school board. 
 
“Election” – means an election or by-election at the municipal (including school board), 
provincial  and federal level of government, or the submission of a question or by-law to 
the electors. 
 
“Election Period” – means the official campaign period of an election 
 

• For a municipal (including school board) election, the election period commences 
on May 1 of an election year and ends on voting day. 

• For a provincial or federal election, the election period commences the day the 
writ for the election is issued and ends on voting day. 

• For a question on the ballot, the period commences the day City Council passes 
a by-law to put a question to the electorate and ends on voting day. 

• For a by-election, the period commences when the by-election is called and ends 
on voting day. 

 
“Library Information” – means any information in the custody and control of the Library, 
including databases that may be the repository of names, contact information, business 
records, financial information or other identifiers compiled and used by Library 
employees to conduct Library business.  An example of a Library database is the 
Library patron database. 
 
“Library Infrastructure” – means any physical or technology systems that support the 
operation of library programs and services, including, but not limited to:   computer 
network, telecommunications and email systems, wireless equipment, computer 
hardware, software and peripherals, internet and intranet.   Excludes public right-of-way 
including sidewalks, roads, laneways and boulevards. 
 
“Library Resources” – includes, but is not limited to, library employees, library events, 
library programs and services (including online services such as online and social 
media channels), library facilities, library equipment and supplies, library funds, library 
information and library infrastructure.   These are further defined as follows: 
 

• “Library employees” – means all exempt and non-union employees, and 
members of the bargaining unit. 



• “Library events” – means events funded or organized by St. Thomas Public 
Library, including events that may be jointly organized with community 
organizations and/or with external sponsors.   Library events include, but are not 
limited to:   community meetings and consultations, cultural celebrations, and 
special events.   Library events do not include events and meetings organized by 
third parties, which are not considered library events for the purpose of this 
policy. 

• “Library facilities” – means any facility that is owned or leased by St. Thomas 
Public Library and that is directly managed and operated by the Library.   Library 
facilities do not include public right-of-ways such as sidewalks, roads and 
boulevards or laneways. 

 
“Media Event” – means an event such as a press conference or photo opportunity to 
which the media is invited and the purpose of which is to promote, support or oppose a 
candidate, registered third-party advertiser, a political party or a position on a question 
on a ballot. 
 
“Media Scrum” – means an unplanned encounter between a candidate, a registered 
third-party advertiser, their staff or with media. 
 
“Member of Council” – means the Mayor and Members of Council 
 
“Political Party” – means political parties for provincial and federal elections that are 
registered under the Ontario Election Finances Act or in the registry of parties referred 
to in section 374 of the Canada Elections Act.   Under the current legislative framework, 
political parties cannot participate in the City’s municipal elections or by-elections. 
 
“Question on a Ballot” – means any question or by-law submitted to the electors by 
Council, a school board, an elected local board or the Minister of Municipal Affairs under 
the Act. 
 
“Registered third-party advertiser” – means in relation to a municipal election, an 
individual, corporation or trade union that is registered with the City Clerk, as per section 
88.6 of the Act, whose purpose is to promote, support or oppose a candidate for office, 
or an issue on a question on a ballot, and is not under the direction of a candidate. 
 
“Third-Party Advertisement” – means an advertisement in any broadcast, print, 
electronic or other medium that has the purpose of promoting, supporting or opposing a 
candidate for office, or an issue on a question on a ballot, and is not under the direction 
of a candidate. 
 
“Voting Day” – means the day the final vote is to be taken in an election. 
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  JOB DESCRIPTION 
 

Administrative Clerk/ Wellness 
Coordinator 

 
 

SECTION:  02  PERSONNEL POLICY NO: 02-10-1-1.3 
DEPARTMENT: Administration REPORTS TO:  Manager, Digital & Support 

Services CEO  
CLASSIFICATION:  Permanent Full-time Non-
Union 

DIRECT REPORTS:  none 

 
JOB SUMMARY 
Under the supervision of the Manager of Digital & Support Services CEO, coordinates initiatives 
for the wellness of library both staff and library customers.  Under the supervision of the 
Manager of Digital and Support Services CEO and functional guidance of the Administrative 
Coordinator, assists with financial, personnel, and statistical records, performs general office 
duties, and maintains the confidentiality of information accessed in the course of duty.  

 
PRIMARY RESPONSIBILITIES   
  

   Assists with general correspondence, filing and photocopying. 
   Assists with the preparation and maintenance of personnel records and 

government reports. 
   Reviews, checks, reconciles and processes all invoices to ensure correct 

payment to vendors, government receivers and staff. 
  Assists with the administrative aspects of the donor process 
   Records and maintains statistics (daily, monthly, annual). 
   Maintains and Updates policy and emergency manuals 
  Counts cash, rolls coin, prepares deposit slips, and makes deposits. 
  Sorts and distributes mail. Processes incoming and outgoing mail 
  Assists with the ordering, checking in and distribution of office and 

cleaning supplies. Assists with the ordering, checking in and distribution 
of goods and supplies for all departments 

  Assists with the maintenance of the photocopiers, fax machine and 
other office equipment. 

  Participates in assigned projects maintaining a high degree of 
confidentiality. 

  Prepares reports as directed.  
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  Coordinates feedback, follow up and tracking of incident reports and 

trespass letters 
  Plans wellness-related activities and initiatives for staff, in coordination 

with the Library’s Social Committee ? 
  Assists with practical aspects of Library event planning and preparation 
  Participates in the Library’s “Green Team” 
  Performs other related duties as assigned. 

 
HEALTH & SAFETY 
This position must take responsibility for personal health and safety insofar as they are able 
under the Occupational Health and Safety Act and its Regulations.  
A worker must:  

(a) Work in compliance with the provisions of the Act, the regulations and City policies. 
(b) Use or wear the equipment, protective devices or clothing that the City requires to be 

used or worn. 
(c) Report to their supervisor the absence of or defect in any equipment or protective 

device of which the worker is aware and which may endanger themselves or another 
worker. 

(d) Report to their supervisor any contravention of the Act, the regulations or the existence 
of any hazard of which they know. 

This position shall not: 
(a) Remove or make ineffective any protective device required by regulations or by the 

City, without providing an adequate temporary protective device and when the need 
for removing or making ineffective the protective device has ceased, the protective 
device shall be replaced immediately. 

(b) Use or operate any equipment, machine, device or thing or work in a manner that may 
endanger themselves or any other worker. 

(c) Engage in any prank, contest, feat of strength, unnecessary running or rough and 
boisterous conduct. 

 
EDUCATION AND TRAINING 
Secondary school diploma. 

 
EXPERIENCE REQUIREMENTS 
Minimum of 2 years of experience in accounts payable/accounts receivable, and general 
bookkeeping. 

 
GENERAL REQUIREMENTS 
Willingness and ability to travel locally and regionally. 
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SKILLS AND ABILITIES 
• Must demonstrate advanced proficiency with word processing and spreadsheet programs.  
• Must demonstrate proficiency with e-mail programs (including calendar functions), 

presentation programs such as PowerPoint, and document management programs such as 
SharePoint and/or File Pro.  

• Must possess excellent communication and organizational skills. 
 

PHYSICAL REQUIREMENTS 
• Computer and keyboard usage  • Frequent sitting, standing 
• Ability to concentrate • Ability to accommodate multiple deadlines 
• Lifting Library materials up to 25 

lbs 
 

 
COMMITS TO THE FOLLOWING CORE COMPETENCIES FOR THE POSITION  
1. Accuracy Attention to detail and accuracy  
2. Communication Strong interpersonal communication skills  
3. Problem solving Analysis and problem solving skills 
4. Ethics Exercise a high degree of confidentiality  

 
ENDORSES THE CORE COMPETENCIES OF THE ORGANIZATION  
1. Strategic 

Orientation  
Endorses the mission, values and vision of the library.  Prioritizes work 
and aligns behaviours in accordance with the organization’s set 
strategies, objectives and goals.  

2. Customer and 
Public Service 
Champion 

Displays a strong commitment to service excellence, understands 
service objectives, and recognizes diverse customer needs.  Works 
collaboratively to develop consistent, superior, customer-focused 
service, ensuring patron needs are recognized and served. 

3. Commitment to 
Learning 

Recognizes the importance of continuous learning and seeking new 
learning opportunities to improve skill level and performance. 

4. Communication Communicates effectively using a variety of methods, with a variety of 
audiences and individuals from diverse backgrounds.  Selects and 
applies the most appropriate and effective communication skills to 
meet situational needs. 

5. Innovation  Questions existing methods, improves processes and recommends 
new perspectives and solutions.  Seeks innovative advances in public 
library service from other libraries.   Acts on creative ideas to make 
useful contributions to the library, and the community.  

6. Values Advocates universal access to information and ideas through free 
library service.   Welcomes and values diversity.  Champions the library 
on and off the job! 

7. Collaborative 
relationships 

Treats everyone with honesty, respect and fairness, building an 
environment of trust.  Values differences of opinion and listens with 
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APPROVED:  October 20, 2021 
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October 20, 2021 

SUPERCEDES DATE: 
January 20, 2021 

REVIEW DATE: 
October 2025 

 
 

openness and curiosity.  Works as a team player, contributing to the 
overall success of the library. 

8. DEI 
Competencies 

Actively champion St. Thomas Public Library’s commitment to creating and 
maintaining an environment that is intentionally positive, inclusive, and 
affirming for all employees and library users, as described in STPL’s Diversity, 
Equity, and Inclusion Policy.  
Contribute to a workplace culture that reflects St. Thomas Public Library’s 
commitment to creating and maintaining an environment that is intentionally 
positive, inclusive, and affirming by modelling positive, inclusive, and affirming 
behaviour and communication. 
Influence others in a positive way, generating buy-in and enthusiasm for the 
DEI mission and mandate. 
Provide library service in a way that reflects St. Thomas Public Library’s 
commitment to creating and maintaining an environment that is actively and 
intentionally positive, inclusive, and affirming for all employees and library 
users.  
Keep up to date with DEI strategies and best practices. 
 



June 2022 – Library Services Report 
 

Programming 
Our three weekly storytimes have gone very well, 

especially our Tuesday Tales.  We get the most 

registration and the highest attendance for this 

program.  This is Daphne, one of our regulars, who 

loves storytime so much that she wanted to start 

her own! (Notice how she is holding the book—so 

that others can see the pictures!)                                             

The transition to in-person programming has been 

quite successful.  Those who are comfortable 

coming inside are so glad for the connection and 

interaction with staff and members of the 

community.  This is especially true for our 

Crafternoon program (crafting for adults).  We are 

looking forward to continuing this in the summer.   

We have had small but steady attendance for our 

Tech Talk program.  What has really picked up are the one-on-ones in the Maker Lab. 

Customers are delighted to be able to get some help with the various pieces of 

equipment we have in that space, as well as troubleshooting their devices and any other 

tech question they may have.   

        

Outreach  
Horton Farmer’s Market Visit 

On May 7 Amelia attended the Horton Farmer’s Market from 9 – 12 to offer button-

making for kids and promote library services. It was a busy morning with about 45 

people stopping by for a visit and five new library card sign-ups, and many positive 

comments about the library and our services. 

Brownie Visit 

On May 18th we hosted a group of 13 Brownies, ages 7 – 9, who attended with four 

leaders to learn about the library. We split the group into two and had one group join 

Kerry to create a craft using our Cricut in the Maker Lab, while the other group did a 

Book Tasting activity with Amelia. The group then explored the lower level on their own 

and everyone left with at least one library book. Everyone in the group received a new 

library card if they did not previously have one.  



Welcome to Kindergarten at Monsignor Morrison 

and St. Anne’s  

In May we visited two schools for three different 

sessions of a Welcome to Kindergarten Information 

session. Two of the sessions were at Monsignor 

Morrison Catholic School for two different groups of 

incoming kindergarteners and their families, and one 

session was at St. Anne’s Catholic School. Parents 

stopped by our table to learn about early literacy 

resources that will help their kids prepare for 

kindergarten, such as books about school, 

TumbleBooks, and our Storytime in a Box Kits. Other 

school visits have been scheduled as well. 

 

 

EarlyON Literacy Talk 

On May 26th Darlene was a guest at EarlyON’s playgroup here at the library. She spoke 

to a group of twelve kids and caregivers about literacy and the five best practices they 

can implement at home to encourage literacy development. She also led the group 

through an energetic yoga storytime. 

 

Donor Newsletter 

The Donor Newsletter was sent out to donors and 

board members at the end of May. The Newsletter 

highlights the story of one of our Seed Library’s 

biggest supporters, Victoria Hunter Williams. 

Victoria has been a generous supporter of native 

plants in our Seed Library collection, and this 

passion stemmed from her time in recovery from a 

very serious car accident. Her story is an inspiring 

look at what motivates volunteers and donors to 

support the library. 

 

 

 

 



Community Conversations 

On Saturday, May 14th, over 40 community members attended the first Elgin 
Community Conversations event at the Pinafore Park Dance Pavilion.  

The event included drumming by members of the Deshkan Zii Bi Indigenous Women’s 
Association, as well as booths featuring 3 Hills Crafts (traditional hand made drums and 
shakers made by three generations of Hills), Nicole Arseneault (a Métis artist who is a 
part of the Turtle Clan from Tyendinaga, Bay of Quinte), St. Thomas Public Library, 
Elgin County Library, the St. Thomas Elgin Coalition to End Poverty, and Rainbow 
Optimists of Southwestern Ontario.  Participants enjoyed traditional corn soup, fry 
bread, and a strawberry drink provided by Gramz Kitchen. 

Additionally, funds were raised to bring potable water to the Oneida Nation of the 
Thames reserve that has been under a boil water advisory since September 2019.  

The Community Conversations planning group has members from St. Thomas Public 
Library, Elgin County Library, the St. Thomas Elgin Local Immigration Partnership, St. 
Thomas Elgin Social Services, the Rainbow Optimist Club of Southwestern Ontario, and 
several community volunteers. 

 



St. Thomas Home Show 

The St. Thomas Home Show 
was held at the Joe Thornton 
Centre from June 3 to June 5th. 
STPL had a booth featuring our 
3D printer, and several crafts 
and home décor items made 
using library resources from our 
books to our Cricut.  261 visitors 
came by, and 9 of those visitors 
registered for library cards. Staff 
who worked at the booth noted 
that “the Wheel of Fortune and 
the 3D Printer were both very 
engaging. Many people were 
drawn to watch the 3D Printer, 
and this started lots of 

discussions about the Maker Lab. People also really wanted to win a tote bag!”. 

Teen Services 
 We recently surveyed teens (13-18) to find out more about what they like to do, how 

and why they use the library, and what they’d like to see in teen spaces, collections, and 

programs.  We were thrilled to receive 21 responses with a lot of excellent feedback we 

can use to improve the teen experience at STPL. 

Services 
On May 27th, Aaron, Nadine, and Dana met with Séanin Steele and Natalie Marlowe of 

Elgin County Library to discuss cross-promotion of library services.  After some 

discussion, we narrowed our focus to promoting card registration at both systems.  As a 

result, each library is going to point users who register for and receive virtual cards to 

“get more” by getting a card from the other system. We plan to meet in the fall to review 

the effectiveness of this cross promotion and talk about other ways we can cross 

promote. 

Professional Development 

Nadine and Dana recently completed a two-part training called “Managing in a 

Unionized Environment”.  The first session focused on unions – what they are, what 

their mandate is, navigating the union/management relationship, and achieving win-win 

situations. The second session focused on navigating conflict, strategies for engaging in 

difficult conversations, protecting confidentiality, effect documentation, and preparing for 

arbitration. 



Diversity, Equity, and Inclusion Committee 

The Diversity, Equity, and Inclusion Committee met on June 7th. Dana updated the 

committee on the Indigenous Engagement Strategy, the recent Community 

Conversations event, and plans for Indigenous-led learning at the Staff Training Day in 

September. The group discussed ways to enhance the DEI training we have started to 

incorporate into onboarding for new staff, as well as ways to make STPL a more 

inclusive environment for staff and for customers. Discussions were very rich, and the 

next step will be to create plans to implement some of the suggested changes. 

Community Connections 

Elgin Children’s Network Literacy Committee 

The ECN Literacy Committee met on June 8th to plan new projects for 2022/2023. 

Potential plans include: 

• Adding the colouring book that was developed by TVDSB students for the recent 

Celebration of Literacy to local Little Free Libraries 

• A coordinated social media campaign highlighting the value of many different 

literacies and local projects and activities that support them 

• Relaunching Get Set Learn in 2023. Get Set Learn is a family literacy program 

developed by Project READ in Waterloo Wellington The program positions the 

parent as the child’s first and best teacher and is aimed at parents who might not 

naturally see themselves that way. St. Thomas Public Library piloted this 

program pre-pandemic; it was highly successful, in part because of the 

community agencies (EarlyON and Southwestern Public Health) with whom we 

partnered. STPL’s Programming Coordinator is certified as a Get Set Learn 

facilitator, which position STPL well to take the lead on this project. 

• A presence on TikTok 

• A literacy festival on or near Family Literacy Day (January 27, 2023), which 

could include an author visit. 

 

STPL Plus Partner Businesses 

On June 7th, Amelia Bainbridge and Dana Vanzanten met with three of our STPL Plus 

Partner Businesses. The purpose of the meeting was to discuss ways that partner 

businesses and STPL can better support and promote both the STPL Plus program and 

each other. Businesses discussed the value they saw in the program, talked about ways 

to enhance promotion, and made suggestions about ways partner businesses can 

promote each other. They also suggested ways that STPL can promote the program as 

well as other resources they have to offer to businesses.  Suggestions were also made 

for further building community between STPL and the partner businesses. It was an 



excellent discussion and next steps are to make plans to implement some of the 

suggestions. 
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POLICY 
 

Policy Type: Library Services Policy Number: 03-13 
Policy Title: Programming   

Purpose: The purpose of this policy is to provide the public, community partners, and 
external program facilitators with information about the objectives and guiding principles 
of programming at St. Thomas Public Library (STPL). It is also meant to provide STPL 
staff with a written framework to guide program development, delivery, and evaluation. 

 
Guiding Principles: Programs and events offered by the St. Thomas Public Library will: 

• Be consistent with the library’s mission and strategic directions. 
• Be responsive to the current needs and interests of the community. 

o Information about needs and interests will be gathered via community asset 
mapping, identification of gaps in service, dialogue with other service 
providers, and direct contact with community members via surveys, 
informal conversation, focus groups, etc. 

• Reflect the diversity found in our community and be inclusive of all members of 
our community. 

• Be developed with outcomes in mind. 
o Outcomes may include but are not limited to: promotion of STPL’s 

resources, encouraging the public to visit the library, supporting customers 
in the effective use of materials and services, facilitating connections 
between community members, and supporting literacy and life-long 
learning. 

• Be guided by the library’s policy on intellectual freedom. 
 

Scope: This policy applies to programs facilitated by STPL staff and volunteers, 
programs facilitated by programmers engaged by STPL (with or without a fee being 
paid), as well as partnership programs. Programs may be delivered either in 
person or on a virtual platform. 

 
This policy does not apply to programs and events offered by external facilitators who 
have rented library spaces under the terms and conditions of STPL’s Facility Policy. 
External facilitators are bound by the terms of STPL’s Facility Policy. 

 
Policy Statement: St. Thomas Public Library (STPL) provides programming to the public 
to support its strategic goals; namely, being deeply aware of the community, supporting 
fearless exploration, making meaningful connections, developing flexible spaces, and 
redefining library. 
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Programs are intended to: 
• Raise the library’s profile, reinforcing its essential role in the community 
• Encourage use of the library’s resources 
• Support customers in the use of the library’s resources 
• Support all types of literacy and lifelong learning 

 
STPL is committed to providing equitable access to services for all members of the St. 
Thomas community. 

 
Library programming shall not exclude topics, books, speakers, media and/or other 
resources because they might be controversial. 

 
The library does not conduct programming that is purely commercial or religious in 
nature. However, the sale of publications may be permitted in conjunction with an 
author’s visit as part of an in-house program. In such cases, all responsibility for the sale 
of such material rests with the author and/or their designate. 

 
The library will not offer programs focused solely on the sale of a publication, regardless 
of the book’s merit or origin. Notwithstanding the above, from time to time, the library 
may offer sales of items or books which are a reflection of our community, such as local 
history, or Friends of St. Thomas Public Library publications. 

 
STPL does not charge for program participation in most circumstances. STPL reserves 
the right to charge a fee for program participation to cover direct costs if the program 
could not otherwise be offered. 
 
Program facilitators (whether library staff, external presenters engaged by library staff, or 
external facilitators who have rented library spaces under the terms and conditions of the 
Facility Policy) and attendees are bound by all applicable library policies, including the 
Rules of Conduct and Trespass. These policies are binding for both in-person and virtual 
programs. 
 
Program Development: Staff led in-house and outreach programs, whether offered in-
person or virtually, are developed with reference to STPL’s mission and strategic 
directions. Program planning includes defining required resources, identifying program 
activities and outputs, and determining desired outcomes. 

 
Programs delivered by partners or by external presenters engaged by the library must 
also meet these requirements. Staff members coordinating such programs are 
responsible for ensuring that this happens. 

 
Programs developed by external facilitators who have rented library spaces under the 
terms and conditions of the Facility Policy are bound by the terms and conditions of that 
policy. 

 
Program Delivery: Programs, whether offered in-person or virtually, will be delivered 
by qualified library staff members, partners, or external presenters engaged by the 
library, as appropriate. 
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Programs delivered via a virtual platform will also: 
• Abide by any copyright restrictions specific to sharing materials in a virtual and/or 

recorded format 
• Ensure that appropriate security protocols are followed (e.g. private links and 

password protection for virtual meetings) 
• Not be recorded without the prior knowledge and consent of all participants. 

 
Programs delivered by external facilitators who have rented library spaces under the 
terms and conditions of the Facility Policy are bound by the terms and conditions of that 
policy. 

 
Attendance at programs, whether in-person or virtual, may be limited based on space 
capacity or when the nature of the program requires it. In this case, participation will be 
based on a first come, first served basis via registration or ticket distribution. 
 

STPL may set age guidelines for participation in children’s programming when these 
programs are developed for different developmental stages, or when the program 
developer determines that the content is best suited for a particular age group. 
 

Program facilitators (whether library staff, external presenters engaged by library staff, or 
external facilitators who have rented library spaces under the terms and conditions of the 
Facility Policy) and attendees are bound by all applicable library policies, including the 
Rules of Conduct and Trespass. These policies are binding for both in-person and virtual 
programs. 

 
Program Evaluation: STPL in-house and outreach programs, whether in-person or 
virtual, will be regularly evaluated to ensure that they are both in line with STPL’s 
mission and also moving strategic directions forward. Evaluation shall include collecting 
information (via survey and informal conversation) from program participants, as well 
staff evaluation of programs to determine whether targeted outcomes are being 
achieved. Evaluation of programs delivered virtually will also include measuring online 
engagement using the analytical tools available for the virtual platforms used. 

 
Proposals for Programs: STPL will accept proposals for programs from external 
presenters and from individuals and will evaluate them in accordance with the criteria 
outlined in this policy. STPL does not guarantee acceptance of, or a response to, any 
proposal. 

 
Definitions: 

 
1. Program - Any group activity offered to the community at large or to a defined 

audience that STPL staff members coordinate, plan and/or present on their own or 
in partnership with another organization or a third party. Programs may be offered 
in-person or on a virtual platform. 

 
2. In-house Program - An in-house program is a program or event that is offered on 

the library grounds or hosted by the library in a virtual environment. In-house 
programs are coordinated/hosted by library staff, and promoted by the library. 
Some examples include story-times, book clubs, and technology support. 
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3. Outreach Programs - An outreach program is a program that is 
coordinated/hosted by library staff and may be held at a location in the community 
other than the library and/or in a virtual environment. Outreach programs often 
target specific groups of people and may happen in partnership with other 
community organizations. Some examples include class visits to the library, visits 
to schools, and community fairs. 

 
4. Partnership: A partnership is a mutually beneficial relationship between STPL 

and a community organization or individual. Partnerships must support STPL’s 
strategic directions. Collaboration can include space sharing, resource sharing, 
and shared service delivery. 

 
5. Partnership Programs: A partnership program is a program which is developed 

and delivered with a partner as defined above. STPL agrees to provide the space 
required for such programs without charge, provide a presence at such programs 
where necessary and appropriate, and to promote such programs. The partner 
must also promote the program to the extent of their ability to do so. 

 
6. External Programs: An external program is one provided by an external facilitator 

who has rented library spaces under the terms and conditions of STPL’s Facility 
Policy. 

 
Expenses: The programming budget is established annually by the CEO, in 
consultation with the Manager, Programming and Community Development. External 
program presenters will be paid their standard fee, or a fee as negotiated, within 
reasonable limits. Additional expenses may be included in the presenter’s fee or 
negotiated separately and will be paid in accordance with the City’s Finance Policyat 
the discretion of the CEO. Extraordinary expenses must be approved by the CEO in 
advance of a program’s confirmation.  
 
Honoraria: A token of appreciation may be given to a program presenter if a fee is not 
charged. An honorarium may be presented to program guests under the following 
circumstances: 
• The payment is nominal - $500 or less in a calendar year 
• The payment is a gesture of goodwill and appreciation to a non-professional 
• The payment is not made on a routine basis, i.e., the payment is a “one-off” 
• The payment is not based on an agreed to or negotiated amount between the 

individual(s) providing services and the organization seeking services 
• The payment does not change depending on the hours spent providing the service 

or the scope of the service provided 
• The individual(s) receiving the honorarium does/do not perform the services for a 

living. (University of Waterloo, n.d.). 

Honoraria are subject to the approval of the Manager, Programming and Community 
Development.  
 
St. Thomas Public Library recognizes that honoraria for Indigenous individuals and/or 
organizations must be handled in a culturally sensitive way.  “Honoraria should not be 
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viewed as a payment for service, but as a gift in exchange for Traditional Knowledge, for 
Ceremony and/or blessings” (University of Alberta, n.d.) . 
 

 
Responsibilities: In consultation with the CEO, the Manager, Programming and 
Community Development shall be responsible for overseeing the development of a 
varied set of in-house and outreach programs which meet the standards described 
earlier in this policy. 
 

Related Documents:  
Facility Policy 

       Policy on Intellectual Freedom 
      Code of Conduct and Trespass 
References 

• Government of Canada. (2018, December 03). Charities and giving 
glossary. https://www.canada.ca/en/revenue-
agency/services/charities-giving/charities/charities-giving-
glossary.html 

• University of Alberta. (n.d.). First Nations, Metis and Inuit Honorarium 
Payment Guidelines. https://www.ualberta.ca/human-resources-
health-safety-environment/media-library/managing-and-
administration/employment-benefits-and-pay-
administration/payments/fnmi-payment-guidelines.pdf 

• University of Waterloo. (n.d.). Honorariums. 
https://uwaterloo.ca/human-resources/support-
managers/payroll/honorariums 
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POLICY 
 

Policy Type:  Library Services  Policy Number:  
Policy Title:  Land Acknowledgements 

 
 

Purpose and Scope: 
To provide a land acknowledgement framework which will be included on the library 
website and used when appropriate to acknowledge the land at library meetings, 
programs, and events.  
 
To provide a list of resources for further learning, which are included with the land 
acknowledgement on the website and can be referenced when acknowledging the land 
verbally.  
 

Background: 
Land Acknowledgements have come to be expected in many contexts, especially when 
a community institution like St. Thomas Public Library is involved.  However, land 
acknowledgments are complex, and it is important that they be well researched, 
authentic, open to feedback, and include a call to action that ensures that the land 
acknowledgement is not just a token gesture. 
 
There is no one way to craft a land acknowledgement.  If a relationship with a First 
Nation exists, it might be appropriate to solicit their input and support. If such a 
relationship does not exist, or is not robust, it is incumbent upon the organization 
crafting the acknowledgement to do their own research. 
 
In addition, neither a land acknowledgement nor a list of related resources is meant to 
be static. If new knowledge is unearthed, or if a current event is of relevance, a land 
acknowledgment should incorporate that new knowledge or reference that current 
event.  Reference lists should be reviewed and updated regularly. 
 

Land Acknowledgment Framework: 
We would like to acknowledge that St. Thomas Public Library is built on the traditional 
territory of the Anishinabek, Haudenosaunee, and Attiwonderonk (Neutral) peoples. 
This territory is subject to the Upper Canada Treaties (also known as the Upper Canada 
Land Surrenders).  These treaties were signed before Canadian Confederation in 1867. 
Across this country, other treaties were signed after Confederation, and still others are 
negotiated to this day. 
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We would also like to acknowledge our present-day neighbours, the Chippewas of the 
Thames First Nation, the Oneida Nation of the Thames, and the Munsee Delaware 
Nation. All three communities have histories which extend far beyond their settling in 
Southwestern Ontario. For more information about the treaties to which our neighbours 
are signatories, as well as the histories and cultures of all three of our neighbour 
nations, please consult their websites and Facebook pages. 
 
This acknowledgment is only a starting point.  As settlers and/or new Canadians, and as 
public library workers, we have a responsibility to gather and to share reliable sources 
of information about the land on which we work today and to make meaningful 
connections with our First Nations neighbours. We commit to learning more through our 
own research and are open to hearing from any community members and neighbours 
(Indigenous and non-Indigenous) who would like to deepen our understanding of this 
land and its history as well as share their visions for its future.  
 
Thank you. 
 

Resources 
 
Whose land are we on? 
Native Land: https://native-land.ca/ 
Whose Land: https://www.whose.land/en/ 
Anishinabek Nation: https://www.anishinabek.ca/ 
Attiwonderonk (Neutral): https://en.wikipedia.org/wiki/Neutral_Nation 
Haudenosaunee Confederacy: https://www.haudenosauneeconfederacy.com/who-we-
are/ 
First Nation Communities in Ontario: http://communities.knet.ca/ 
 
What treaties are in place here? 
Treaties in Ontario: https://www.ontario.ca/page/treaties (includes interactive map) 
Upper Canada Land Surrenders: 
https://www.thecanadianencyclopedia.ca/en/article/upper-canada-land-surrenders 
https://www.first-nations.info/upper-canada-land-surrenders-1763-1923.html 
 
What do these treaties mean? 
Treaties with Indigenous Peoples in Canada: 
https://www.thecanadianencyclopedia.ca/en/article/aboriginal-treaties 
Treaties in Ontario:  
https://www.ontario.ca/page/treaties 
https://www.cbc.ca/news/indigenous/treaties-recognition-week-ontario-1.5351817 
 
Who are our neighbours? 
Chippewas of the Thames First Nation: 
https://www.cottfn.com/ 
https://www.facebook.com/OfficialCottfn 
Munsee-Delaware Nation: 

https://native-land.ca/
https://www.whose.land/en/
https://www.anishinabek.ca/
https://en.wikipedia.org/wiki/Neutral_Nation
https://www.haudenosauneeconfederacy.com/who-we-are/
https://www.haudenosauneeconfederacy.com/who-we-are/
http://communities.knet.ca/
https://www.ontario.ca/page/treaties
https://www.thecanadianencyclopedia.ca/en/article/upper-canada-land-surrenders
https://www.first-nations.info/upper-canada-land-surrenders-1763-1923.html
https://www.thecanadianencyclopedia.ca/en/article/aboriginal-treaties
https://www.ontario.ca/page/treaties
https://www.cottfn.com/
https://www.facebook.com/OfficialCottfn
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http://www.sfns.on.ca/munsee-delaware-nation.html 
https://www.facebook.com/Munsee-Delaware-Nation-741672379219743/ 
Oneida Nation of the Thames:  
https://oneida.on.ca/ 
https://www.facebook.com/OneidaNationoftheThamesAdministration 
 
What can I do? 
10 simple actions you can take to learn more about reconciliation 
https://www.cbc.ca/news/canada/manitoba/community/personal-acts-reconciliation-
1.4687405 
Indigenous Corporate Training: https://www.ictinc.ca/ 
Indigenous Culture Card: https://clri-ltc.ca/files/2020/02/Indigenous-Culture-Card-
v04FINAL.pdf 
Chippewa of the Thames First Nation Statement on Land Acknowledgments 
https://www.cottfn.com/wp-content/uploads/2014/04/Statement-on-Land-
Acknowledgements.pdf 
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https://www.cottfn.com/wp-content/uploads/2014/04/Statement-on-Land-Acknowledgements.pdf
https://www.cottfn.com/wp-content/uploads/2014/04/Statement-on-Land-Acknowledgements.pdf


 
 
 
 
 
 

POLICY 
 

Policy Type:  Personnel     Policy Number: 02- 
Policy Title:  Attendance Support Plan

 
 
Purpose 

● To ensure that STPL employees recognize that that prompt, regular attendance at work is essential 
to the proper functioning of the library 

● To provide timely and appropriate communication, support and assistance to employees who are 
experiencing difficulties attending work promptly and regularly 

● To help employees achieve prompt and regular attendance at work by making every reasonable 
effort to provide support and accommodation 

● To minimize absenteeism at STPL and maximize service delivery to the community 
● To ensure that employee absenteeism is dealt with consistently across the organization 
● To ensure that managers and staff members understand their responsibilities with respect to 

supporting and maintaining prompt and regular attendance at work. 
● To be in compliance with: 

○ The Employment Standards Act (ESA) 
○ The Ontario Human Rights Code 
○ The Accessibility for Ontarians with Disabilities Act (AODA) 
○ The Workplace Safety and Insurance Act 
○ The Occupational Health and Safety Act 
○ Any other applicable legislation 
○ The Collective Agreement between the St. Thomas Public Library Board and CUPE 

Local 841.2 (CA) 
Scope 

This plan applies to all permanent full-time and part-time employees of St. Thomas Public Library. 
 
The Attendance Support Plan deals with non-culpable (innocent) absenteeism only. The Attendance Support 
Plan does not apply to employees on workplace insurance benefits (WSIB), approved long-term disability 
(LTD), or those employees who are culpably absent. Culpable absenteeism will be dealt with through the 
progressive discipline policy. 

 
Responsibilities 
 
Employee 
Prompt and regular attendance at work is the obligation of every employee. Employees are expected to 
make every effort to maintain a level of attendance that supports STPL”s commitment to the provision of 
quality library service to the community. 

 
STPL recognizes that employees may experience circumstances that unavoidably interfere with their 



obligation to attend work. In this case, employees are expected to provide information and cooperation that 
will minimize the impact of absenteeism on the workplace. 
 
Specifically, employees shall: 

● Report all absences as per the CA and the Calling In Sick Procedure 
● Provide medical documentation as per the CA when required to do so 
● Maintain contact with manager during a sick leave 
● Actively participate in the Attendance Support Plan as required 
● Request union representation at any attendance support meetings where the presence of a 

steward is allowable but is not mandatory 
● Participate in return-to-work or accommodation processes if required 

 
 
Manager 
The role of the manager is key to the successful implementation of the Attendance Support Plan. For the 
plan to work as intended, managers must be both supportive and proactive. 

 
Specifically, managers shall: 

● Have a good working knowledge of the CA and all library policies and procedures, including 
the Calling In Sick Procedure 

● Know how to access, and have a basic understanding of, applicable legislation such as the 
Employment Standards Act (ESA), the Ontario Human Rights Code, the Accessibility for Ontarians 
with Disabilities Act (AODA), the Workplace Safety and Insurance Act, and the Occupational Health 
and Safety Act 

● Connect their employees with the Administrative Coordinator to file a WSIB report, should such 
a report be necessary 

● Monitor the levels of absenteeism among the employees in their pods by obtaining reports 
from the Administrative Coordinator 

● Manage their employees’ attendance in accordance with the Attendance Support Plan, while 
providing consideration for individual circumstances 

● Offer assistance and support to employees to improve attendance 
● Have an awareness of the resources available to assist employees in improving attendance, 

e.g. EFAP 
● Maintain contact with employees during a sick leave 
● Participating the Attendance Support Plan as required 
● Participate in return-to-work or accommodation processes if required 
● Provide recognition for improved attendance 

 
CEO 
The CEO is responsible for general oversight of the organization. As such, they are responsible for general 
oversight of the Attendance Support Plan. 

 
Specifically, the CEO shall: 

● With the managers, monitor the levels of absenteeism among all employees by obtaining reports 
from the Administrative Coordinator 

● Ensure that managers are consistently managing the attendance of employees in their pod in 
accordance with the Attendance Support Plan 

● Participate in the Attendance Support Plan as required 



 
 
Administrative Coordinator 

 
The Administrative Coordinator is responsible for confidential administrative duties, including monitoring 
absences and administering benefits. 

 
With respect to the Attendance Support Plan, the Administrative Coordinator shall: 

● Supply managers and CEO with reports on incidents of absenteeism as required 
● Support library managers and staff members with relevant forms, e.g. WSIB reports 

 
City of St. Thomas Human Resources 
City of St. Thomas Human Resources generously makes themselves available to the STPL management 
team for consultation on human resource matters. 

 
With respect to the Attendance Support Plan, City of St. Thomas Human Resources shall: 

● Provide support and guidance to STPL management when determining the validity of extenuating 
circumstances identified by STPL employees 

● Provide support and guidance to STPL management if an employee identifies a disability 
● Provide support and guidance to STPL management during return to work or 

accommodation processes 
 

Related Documents 
 

● Attendance Support Plan 
● Calling In Sick Procedure 
● Progressive Discipline & Methods Policy 
● The Collective Agreement between the St. Thomas Public Library Board and CUPE Local 841.2 

(CA) 
● St. Thomas Public Library Board By-Law -5-2017: A By-Law to Establish Salaries and Benefits for 

Non-Union Employees of the St. Thomas Public Library 
●  The Employment Standards Act (ESA)  
●  The Ontario Human Rights Code 
●  The Accessibility for Ontarians with Disabilities Act (AODA)  
●  The Workplace Safety and Insurance Act  
●  The Occupational Health and Safety Act  

 
 
 
 
 
 
 
 
Approved Date:  June 15, 2022  
Supercedes Date:  n/a 
Review Date:   June 2026  
Reference:   Board meeting June 15, 2022 
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May 27, 2022 
Simcoe County Council 
c/o County Clerk 

County of Simcoe Administration Centre 
1110 Highway 26 
Midhurst, ON L9X 1N6 
(Sent via email.) 

 
 

Dear Warden and County Councillors: 

We are writing to you pursuant to the enclosed motion passed unanimously by the Bradford West 

Gwillimbury Public Library Board on May 11, 2022 to express our Board’s serious concerns with Simcoe 

County Council’s decision to dissolve the Simcoe County Library Co-operative. 

This decision by County Council came despite the clear objections of local librarians and library 

boards across Simcoe County, who repeatedly raised concerns that this significant cut to library services 

would result in negative impacts to people and their pocketbooks. 

Beyond the obvious impacts this cut will have in downloading costs to local libraries, eliminating 

natural savings through economy of scale and forcing local municipalities to either cut services or raise 

taxes, this decision will disproportionately impact racialized and immigrant populations by jeopardizing 

access to multilingual services and will impact the differently abled community by interrupting access to 

technology services. 

County Council’s decision to end the Library Co-operative will cost County residents more, 

particularly in South Simcoe, and will negatively impact racialized peoples and those living with 

disabilities. This type of cut to services is ill-advised at best and callous at worst. 

Moreover, librarians and library boards were also clear in our objections to the failures of due 

process and disregard for informed consultation by the County’s “governance review team”. As we have 

said throughout this poor process, the entire notion of cutting the Library Co-operative was a solution in 

search of a problem, done more to compensate for County Council’s failures to enact regional 

governance reform than for any objective reason to end the Library Co-operative. 

In fact, to be clear: Simcoe County has celebrated the vital role the Library Co-operative plays in 

providing needed services to constituents, particularly in the rapidly growing and diversifying 

communities of South Simcoe, with a 2018 County "Newcomers Recognition Award", and the Co-op was 

awarded the 2018 Minister's Award for Innovation. These two awards demonstrate the County and the 

province's faith in the Co-op's ability to serve racialized communities and to remain on the cutting edge of 

technological services. To cut a service that was praised by Simcoe County reveals the obvious 

incoherence of the County’s decision. 

As disappointed as we are in this decision to cut library services, we are also very concerned that 

no transitional agreement or funding has yet been announced, and library boards and librarians still have 

not been consulted about how this decision will be implemented. 
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We, therefore, ask that County Council direct County staff to urgently prioritize outreach to local 

boards and their respective staff to manage this transition and that County Council set aside transitional 

funding to reduce the impact on local taxpayers, racialized and disabled residents. It is our hope that 

despite our strong objections to this decision, Simcoe County will belatedly work to ensure that the 

consequences of this decision are mitigated. 

We are available to meet with you and/or your staff to discuss this further. 

 

 
Sincerely yours, 

 

Jennifer Harrison Councillor Jonathan Scott 

Board Chair Board Vice-Chair 

 

 
cc. Hon. Lisa Macleod, Ontario’s Minister of Tourism, Culture and Sport 

Simcoe County MPPs 

Ontario’s Public Library Boards 

 

 
MOTION: 

“That the Bradford West Gwillimbury Public Library Board authorize the Chair and Vice-Chair to write a 

letter expressing the Board's serious concerns with the Simcoe County Council decision to dissolve the 

Simcoe County Library Co-operative; 

That such a letter expresses the Board's view that this significant cut to library services will 

disproportionately impact racialized and immigrant populations by cutting access to multilingual services; 

impact the differently abled community by cutting access to technology services; and potentially 

represents a significant downloading of costs to Bradford West Gwillimbury, the largest, most diverse and 

fastest-growing municipality in the County; 

That such a letter further emphasizes concerns expressed by library CEOs across the County regarding 

the "Regional Governance Review" taskforce’s lack of consultations with affected stakeholders before 

taking this vote; 

And further that a copy of this letter be sent to the Minister of Tourism, Culture and Sport, all public 

library boards in Ontario, and to all County Councillors.” 
 
 
 
 
 

 

https://na2.documents.adobe.com/verifier?tx=CBJCHBCAABAADOmA7ds6R_GIyqvCJKz8vC2tae1wkvj2
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