
 
 
 
 
 
 

 
 
 

Board Meeting Agenda 
Tuesday, August 16, 2016 

4:00 p.m. Fontainebleau - 3030 Rivard Ave. 
http://www.windsorpubliclibrary.com/?page_id=1392 

 
Please join Dave Milani for a tour of Fontainebleau Branch and meet FRED at 3:30  

 
 

1. Call to order and regrets 
 

Chair 

2. Adoption of Agenda  Chair 
3. Disclosure or Pecuniary Interest  Chair 
4. Presentations/Delegations   

 
5. Communications 

 Letters & Newspaper Reports 
A. Rutherford 

6. Minutes 
 Minutes of Previous Board Meeting 

Chair 

7. Business Arising 
 

CEO 

8.  Board Chair Report & Questions  
 Optimist Fundraising Project  

Chair 

9. CEO Report & Questions CEO 
10. New Business 

 Variance Analysis Report to June 30, 2016 
 Neighbourhood Libraries Report – Annual Review: 

o Seminole  
o Sandwich  
o Remington Park  

 2017 Capitol & Operating Budgets (to be table-dropped) 
 Operations Policy Report #1 

 

 
L. Turcotte 
A. Craig 
 
 
 
L. Turcotte 
K. Pope 

11. Review of Board Reimbursements 
 

Chair 
12. Next Meeting 

Tuesday September 20, 2016 4:00 p.m. 
 
 

 
 

13. In Camera  
 

14. Adjournment  

  

http://www.windsorpubliclibrary.com/?page_id=1392


 

      
       

Windsor Public Library Board Meeting 
Tuesday July 12, 2016 

4:00 p.m. 
Central Branch Tech Hub 

   
 

Present: Dr. P. Frise (Chair), Councillor R. Bortolin, Councillor J. Gignac, 
Councillor I. Kusmierczyk, D. Lee, M. Payne, J. Stuart 

 
Regrets: None 
 
Staff: K. Pope (CEO), A. Craig, N. Peel, L. Turcotte, C. Woodrow,  
 A. Rutherford (Secretary) 
    

1. Call to Order: Chair called the meeting to order at 4:00 p.m. 
 

2. Approval of agenda:  
 

57.16 
Moved: R. Bortolin Seconded: D. Lee 

That the agenda be approved as presented. CARRIED 

 
3. Disclosure of Pecuniary Interest: None 
 
4.  Presentations/Delegations: Tech Hub Tour – J. Doe, S. Perry 
J. Doe and S. Perry highlighted technologies and programs available at the new WPL 
Tech Hub for children and adults. An interactive team activity followed. 
P. Frise thanked J. Doe and S. Perry for a most interesting presentation. 
 
5.   Communications:  
 Correspondence:  

• Cash donation at Riverside to celebrate Eid 
Newspaper Reports: 

• June 14, 2016  
Blackburn News - Bed Bug Outbreak Prompts Action at City Libraries 

• June 22, 2016 
CBC News – Bedbugs not a problem at Windsor Public Library  
 

58.16 
Moved: J. Gignac Seconded: M. Payne 

To receive the communications report as presented. CARRIED 
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6. Minutes: 
 

59.16 

Moved: R. Bortolin Seconded: D. Lee 

To approve the minutes of the WPL Board meeting held June 14, 
2016 as presented. CARRIED 

 
7. Business Arising: J. Gignac asked a question re: plans to move all three library 
projects forward and the funding necessary to lease a storefront space in Devonshire 
Mall. A discussion followed. 
 
8. Board Chair Report & Questions: None 
 
9. CEO Report & Questions to the CEO: 

K. Pope reviewed her report. A question and answer period followed. 
 

60.16 
Moved: M. Payne Seconded: I. Kusmierczyk 

To receive the CEO’s Report of June 29, 2016 as presented.  
CARRIED 

 
10. New Business:  
 1. May 2016 Profit/Loss Statement: L. Turcotte 
 L. Turcotte reviewed her report. A question and answer period followed.  
 

61.16 
Moved: J. Gignac Seconded: J. Stuart 

To accept the May 2016 Profit/Loss Statement as presented. 
CARRIED 

 
 2. Community Libraries – Annual Review Report: Bridgeview, Forest Glade, and
 Fontainebleau. A. Craig reviewed his report on the community libraries. A 
 question and answer period followed re: branch performance and bench marking.  
 

62.16 
Moved: J. Gignac Seconded: R. Bortolin 

To accept the Community Libraries – Annual Review Report as 
presented. CARRIED 

 
 3. 2016-2018 Outreach Services Plan Report – N. Peel 
 N. Peel reviewed this report, in C. Rideout-Arkell’s absence on the 2 year 
 Outreach Services Plan. A question and answer period followed re: use of the 
 Bookmobile for outreach events and metrics. 



 3 

63.16 
Moved: R. Bortolin Seconded: J. Stuart 

To accept the 2016-2018 Outreach Services Plan Report as 
presented. CARRIED 

 
 4. 2016-2018 Library Programming Report – A. Craig 
 A. Craig reviewed his 2 year Library Programming Report. A question and 
 answer period followed re: the programming planning process and statistics. 
 

64.16 
Moved: J. Gignac Seconded: R. Bortolin 

To accept the 2016-2018 Library Programming Report as presented. 
CARRIED 

 
11. Review of Board Reimbursements: None 
 
12. Next Meeting: Tuesday, August 16, 2016 at Fontainebleau.  
 
13. In Camera 
 

65.16 
Moved: D. Lee Seconded: J. Gignac 

That the Windsor Public Library Board meeting move in 
camera at  5:40 p.m. CARRIED 

 

66.16 
Moved: I. Kusmierczyk Seconded: J. Gignac 

That the Windsor Public Library Board meeting move back 
into Open Session at  6:46 p.m. CARRIED 

 

67.16 
Moved: I. Kusmierczyk Seconded: M. Payne 

That the Windsor Public Library Board accepts the 
recommendations made in camera re: 3 items. CARRIED 

 
14. Adjournment  

 

68.16 
Moved: I. Kusmierczyk Seconded: M. Payne 

That the Board adjourn the meeting at 6:48p.m. CARRIED 
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APPROVED: 

X
Dr. Peter Frise
Chair, Windsor Public Library  

X
Kitty Pope
CEO, Windsor Public Library  

X
Anne Rutherford
Manager Board Operations & Executive Assist...  

 



 
 

 
Windsor Public Library Board  

CEO’s Report 
Tuesday August 9, 2016 

 
Performance Indicators Dashboard 
 Performance 

Indicators 
Status / Issues 

  
 

Finances Employees are drafting the 2017 Capital and Operating budgets due to the Board 
and before City Council January 16 – 20, 2017. 

 Usage The Neighbourhood branches have seen significant increases in circulation, internet 
usage and program attendance this summer.  

 Human 
Resources 

Employees have filled 3 Librarian positions and are currently recruiting 2 PT staff for 
FRED and additional staff on the supply lists.  

 Facilities As below 

     
Facilities:   
Optimist: The plan is to add a 6,500 sf addition to the Optimist Centre at a projected total cost 
of $2,463,000. The Board has authorized the conceptual drawings and employees are working 
with Dan Amicone of Architecttura Inc  preparing for the construction phase which will begin in 
late fall.  Opening day is expected to be in January 2018.  
 
John Muir Public Library: The $2,518,000 heritage renovation project 
plan is to renovate the 3,800 sf 1921 Sandwich Fire Hall and stable. For 
those interested in the historic importance of the buildings check out 
historic places for the complete story. 
 
This month architect Jason Grossi, of www.designstudiogG.com and 
employees are working on the detailed space allocations i.e. mechanical 
and electrical systems, fiber, shelving requirements and security systems. 
The internal design of the library is 90% completed as of this week. The 
pre-renovation portion of the project is $50,000 over budget due to the 
Designated Substances Survey (DDS) of the hazardous materials i.e. 
lead, mercury, asbestos, PCB's that need to be removed. However, the 
total project budget is still within the $320,000 contingency budget. 
 
On Sunday July 31st the library was named after John Muir by Mayor Dilkens and the WPL 
Board Chair. The community has responded very positively to the announcement.   
 

Milestones  Projected Target date 
Design phase  March –September 2016 
WPL Board authorization September 2016 
Construction Documents drafted October – December 2016 
Construction Tender let January 2017 
Construction contract awarded February 2017 
Construction Phase March 2017- March 2018 
Fit –Up/Move in March-April 2018 

http://www.architecttura-inc.com/
http://www.historicplaces.ca/en/rep-reg/place-lieu.aspx?id=8498
http://www.designstudiogg.com/
http://windsorite.ca/2016/07/photos-new-library-in-sandwich-to-be-named-after-john-muir/


 
Budimir: The $2,317,000 addition to Budimir includes more space for customers and improved 
sight lines, with occupancy expected by August 2019. The project is now on hold until the 
Optimist and Sandwich builds are almost completed and then the design will be finalized and 
construction can begin. Currently employees are exploring the option of expanding on the west 
side of the property, parallel to McKay Ave. to reach the 6,000 sf footprint and still keep the 
exterior heritage panels, perhaps as an interior wall feature.  
 
Central: As part of the 2013 WPL Facilities Plan, there are several options to “right size” the 
101,000 sf Central Library including: 

1. Lease and renovate an existing building in the cultural hub; 
2. Build a new building in the downtown cultural hub; 
3. Renovate the existing building at 850 Ouellette. 

To assist the Board a library consultant will be hired to analyze and compare the options and 
provide the Board with a building program and functional plan for the preferred model. A 
building program and functional plan is the detailed planning document given to an architect to 
design or renovate a large facility. It is usually a required document to apply for provincial, 
federal or private building funds.  
 
An RFP (#131-16) to hire a consultant has been released, the competition closes August 18 and 
a team will then review all submissions and award the contract with the expectation that work 
will begin in the fall. The end goal is by late 2017 to be “shovel ready” to: lease, renovate or 
build a new central library when funds become available. 
 
FRED: (Freedom to Read, Educate and Discover)  
The newly acquired bookmobile is currently being serviced and the 
new branding wrap has been applied. Employees are building the 
collection that will include some unique resources like: Playaway 
Views and Launch pads for kids and our first tool lending library, 
which with the City’s assistance we are seeking sponsorship for. As 
soon as employees are hired and trained FRED will be on a regular 
three week cycle of stops at facilities, exploring South Windsor and 
attending community events. FRED will be at the Board meeting! 

  

 
 
Events/programs:  

Pokémon Go, a new "augmented reality" game which encourages participants to explore 
their community and collect exotic monsters is growing in popularity in Windsor and 
attracting new customers to all our locations.  
 

The spelling bee at Phog attracted over 70 participants and 18 fabulous 
spellers. Most attendees were 25-35 years old, which was the age 
group we were hoping to attract. Interestingly most participants already 
had an active WPL card, including the three winners pictured. WPL has 
been invited back in the fall for a rematch. 
 
Summer Reading 2017 is proving to be a huge hit, helped by the release of 2 block busters: 
Star Wars The Force Awakens of which we ordered 18 copies and the screen play Harry Potter 
and the Cursed Child of which we have 11 copies and 13 more on order. In September there 
will be a report on the 2016 Summer Reading program. 
 

http://www.cbc.ca/news/canada/edmonton/pokemon-go-pandemonium-explained-1.3673588
http://www.starwars.com/the-force-awakens
http://www.harrypottertheplay.com/
http://www.harrypottertheplay.com/


With the 2016 Olympics in full swing, WPL employees are doing programs, 
displays and all living room televisions are tuned into the games. What has 
surprised us is the number of customers who have told employees they 
don’t have a television or computer, by choice or due to finances, but are 
really glad to catch some of the games at the library. 

                               Our living rooms are full these days. 
 
Other News...   
In July the Honourable Eleanor McMahon, the new Minister of Tourism, Culture and Sport 
launched Ontario’s first culture strategy, Ontario Culture Strategy continuing the dialogue that 
began with last year’s Culture Talks. Goal # 2 of the strategy, called Strengthen Culture in 
Communities specifically addresses the public library needs that WPL articulated during the 
Cultural Talks here in Windsor including:   

• Work with government partners and cultural stakeholders to maximize the use of public 
libraries....as community hubs.... 

• Review and update provincial funding programs for public libraries to build the capacity of 
libraries serving rural and remote communities, improve digital services and support leadership 
and innovation. 

How these goals are turned into actions has yet to be discussed; however, WPL will participate 
in the August 17th Community Cultural Summit to begin this discussion. 
  
It has been an amazingly busy summer with building projects, planning and innovation. 
Administration is currently working on:  
      □ 3 building/renovation projects: 
      □ Reviewing the RFP responses for a Central Library Consultant; 
      □ Rebranding, planning test locations and building a collection for FRED; 
      □ Drafting the second set of Operational Policies. 
          
Kitty Pope   kpope@windsorpubliclibrary.com 
519-255-6770 x 4425 
 
 
 
 
 

https://files.ontario.ca/ontarios_culture_strategy_en2_aoda_final-s.pdf
mailto:kpope@windsorpubliclibrary.com
https://upload.wikimedia.org/wikipedia/en/b/b1/Olympic_Rings.svg


CIRCULATION 

July
2015

July
2016 Variance* 2015 

Total
July 2016 
(In-House)

 Total 
Collection 

Usage
Central 26,686 23,771 -10.92% 299,525 5,617 29,388          
Budimir 17,699 16,982 -4.05% 183,493 1,992 18,974          
Riverside 16,071 12,803 -20.33% 168,088 386 13,189          
Forest Glade 7,531 7,622 1.21% 83,283 1,679 9,301            
Fontainebleu 5,085 4,116 -19.06% 49,902 444 4,560            
Bridgeview 4,861 5,098 4.88% 58,821 708 5,806            
Seminole 4,278 4,328 1.17% 46,449 557 4,885            
South Walkerville 4,407 -            -                 -               
Remington Park 2,568 3,502 36.37% 26,421 663 4,165            
Sandwich 3,115 2,348 -24.62% 32,307 341 2,689            
eResources 10,959 14,573 32.98% 135,285 14,573          
TOTAL 103,260 95,143 -7.86% 1,083,574 12,387 107,530

Annual 
Circulation Total Variance

2015 1,133,269 -8.20%
2014 1,234,470 -6.70%
2013 1,323,159 2.35%
2012 1,292,795 -22.59%
2011 1,670,000 13.40%

WPL Usage Statistics, July 2016 
Notes:  
 
*Circulation is a count of all materials, physical or 
digital, that are borrowed or renewed by customers 
either in the library or online. 
 
*Variance is a month/year to month/year circulation 
comparison; i.e. July 2015 to July 2016. 
 
*Total Circulation measures the number of 
resources checked out, in all formats, at all 
locations. 
 
*In-House is a count of all items used by customers 
inside the library, but not borrowed.. 
 
*Collection Usage is a count of the total number of 
library materials used in-house, checked out, or 
borrowed online for the month. 
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eRESOURCES & DATABASE USAGE 

July 
Searches

%
of Total

Database 
Searches 1,285 4.05%
eBooks & 
eAudiobooks 9,542 30.07%
Video 945 2.98%
Music 2,593 8.17%
Newspapers & 
Magazines 1,351 4.26%
Genealogy 16,016 50.47%
TOTAL 31,732 100.00%

eBook Usage Average Regular 
Customers

Jul-16 259/day 650
Jul-15 246/day 641
Jul-14 212/day 545

Total Downloads 
this Month 14,573

2015 Average 
Monthy Download 11,273

Variance 29.27%

PUBLIC INTERNET USAGE

# of PACS Jul-15 Jul-16 Variance Total Hours 
Available

Central 29 4,014        3,985        -0.72% 7,598           
Budimir 10 692           686           -0.87% 2,080           
Riverside 10 613           868           41.60% 2,080           
Forest Glade 6 253           360           42.29% 1,056           
Fontainebleu 9 303           372           22.77% 1,584           
Bridgeview 6 349           380           8.88% 1,056           
Seminole 6 267           279           4.49% 1,056           
South Walkerville 0 225           -                 -              
Remington Park 5 81             205           153.09% 880              
Sandwich 7 272           401           47.43% 1,232           
TOTAL 88 7,069        7,536        6.61% 18,622         

4% 
30% 

3% 

8% 4% 

51% 

eResource Usage by Format 

Database Searches 

eBooks & eAudiobooks 

Video 

Music 

Newspapers & Magazines 

Genealogy 

Notes:  
*eResource & Database Statistics count database (i.e. Ancestry.com) searches and eBook/Media downloads (i.e 
Overdrive) from the Windsor Public Library website and Apps.  
 
*WPL currently holds 13,200 eBooks. 
 
*Regular eBook customers are defined as checking out an eBook 1 time/week.  

Notes:  
 
*Public Internet Usage is measured in total hours.  
 
* The 2015 monthly average was 8,156 Total Hours. 



HOLDS

July
2015

July
2016 2015 Total

Central 4,039 4,249        50,224
Budimir 3,744 3,144        40,298
Riverside 3,468 2,881        39,211
Forest Glade 1,324 1,621        17,242
Fontainebleu 609 551           7,771
Bridgeview 992 1,013        11,867
Seminole 807 891           10,836
South Walkerville 1,962 20,380
Remington Park 580 1,306        7,194
Sandwich 628 300           6,753
TOTAL 18,153 15,956 211,776

MEMBERSHIP

NEW 
July

TOTAL 
2016

Annual 
Membership Total % of Total 

Population
Central 290 30,626 2015 91,739 43.50%
Budimir 156 11,719 2014 91,279 43.28%
Riverside 120 13,173 2013 101,339 48.05%
Forest Glade 112 7,455 2012 97,147 46.06%
Fontainebleu 24 3,449 2011 85,611 40.59%
Bridgeview 44 5,522
Seminole 37 4,936
Remington Park 41 5,470
Sandwich 37 3,474
TOTAL 861 85,824

27% 

20% 

18% 

10% 

3% 
6% 

6% 
8% 2% 

Monthly Holds by Location 

Central 

Budimir 

Riverside 

Forest Glade 

Fontainebleu 

Bridgeview 

Seminole 

Remington Park 

Sandwich 

Notes:  
*Holds are placed on items in the collection when they are not available to the customer because they are checked out, 
at a different WPL location, or on order.  
 
*When a hold is available, the customer is notified via phone or email, and picks up the item(s) at their preferred library. 
 
*Holds that are not picked up within seven business days are canceled by staff and routed to the next customer. 
 

Notes:  
*Like all large public libraries in Canada, in January, WPL 
removes memberships that have not been active in three 
years. January 2016, 9197 inactive memberships were 
removed from the membership files. 
 
*Population of Windsor as per the 2011 Census - 210,891 

36% 

14% 15% 

9% 

4% 

6% 

6% 
6% 4% 

Membership by Branch - July 2016 

Central 

Budimir 

Riverside 

Forest Glade 

Fontainebleu 

Bridgeview 

Seminole 

Remington Park 

Sandwich 



p     p      ,  



 

 

Windsor Public Library Board  

Neighbourhood Libraries – Annual Review 

August 9, 2016 

 

 

1. OBJECTIVES: 

To provide the Windsor Public Library Board with an annual  review of the Seminole, 

Remington Park and Sandwich Libraries, July 2015 – July 2016.  

 

2. BACKGROUND: 
Windsor Public Library facilities are grouped into three ‘families’ – Resource Libraries 
(Riverside and Budimir), Community Libraries (Bridgeview, Fontainebleau and Forest 
Glade), and Neighbourhood Libraries (Seminole, Sandwich and Remington Park).  
The chart below offers a comparison of features and statistics for the latter group.  

 
 Sandwich Remington Park Seminole 

Address 3312 Sandwich 2710 Lillian 4285 Seminole 

Size (sq/ft) 3200 2000 3800 

Collection size 12,314 6,659 17,846 

2015 Circulation 32,307 26,421 46,449 

Attendance/program 6 14 16 

Open hours/week 40 40* 40 

Circ/open hour 15 18** 22 

Neighbourhood 
population 

20,042 5,689 16,647 

Wards served 2 10, 4 5, 6, 8 

Transit Route Crosstown 2 
South Windsor 7 

1A Central 3 
Ottawa 4 

        *As of February 1
st
 2016 

        **Based on 2015 hours of operation 

 

3. STATISTICAL REVIEW: 

With respect to circulation, the downward trend represented in the graphs below is 

consistent with a provincial and national decline in print usage. However, this is matched 

by a corresponding increase in eBook usage as approximately 18% of readers move 

from print to digital.   

 

 

 

 

http://www.citywindsor.ca/residents/transitwindsor/Routes-and-Schedules/Documents/fall-schedule/2015/crosstown2.pdf
http://www.citywindsor.ca/residents/transitwindsor/Routes-and-Schedules/Documents/fall-schedule/2015/southwindsor7.pdf
http://www.citywindsor.ca/residents/transitwindsor/Routes-and-Schedules/Documents/transway1a.pdf
http://www.citywindsor.ca/residents/transitwindsor/Routes-and-Schedules/Documents/fall-schedule/central3.pdf
http://www.citywindsor.ca/residents/transitwindsor/Routes-and-Schedules/Documents/fall-schedule/ottawa4.pdf


 
 

Neighbourhood Library Circulation 2013 - 2015 

       

 

Despite an overall downward trend it should be noted that in the case of Remington Park 

Library, when comparing July 2015 circulation statistics to those from July 2016, there is 

an increase of 36%. This is due in large part to an influx of South Walkerville Library 

customers and a careful re-evaluation and enhancement of the Remington Park 

collection after the South Walkerville closure.  

 

While circulation of print materials continues to dwindle system-wide, use of public 

access internet terminals has seen increased usage year over year. Among the 

Neighbourhood Libraries, Sandwich users logged the most hours in 2015 at 3,463. This 

was a 30% increase over 2014 statistics and is consistent with a similar trend across all 

of WPL’s locations.  

 

 # of computer terminals 2015 usage in hours 

Remington Park 5 1,297 

Sandwich  7 3,463 

Seminole 6 3,283 

 

Other evidence of the increased demand for public access to the internet is 

demonstrated at the Remington Park Library. When comparing internet hours logged in 

July 2015 to those in July 2016, there is a 153% increase, from only 81 hours logged in 

2015 to 205 hours in July 2016. Part of this dramatic increase can be accounted for by 

the expanded open hours for that branch (from 28 hours per week to 40) as of February 

1st 2016 to better meet the needs of South Walkerville customers. All three 

Neighbourhood branches are now open 40 hours per week, 1,966 hours per year.  
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4. PROGRAMMING REVIEW: 

Windsor Public Library Neighbourhood branches 

have historically struggled to meet system-wide 

program attendance averages. In 2015 for 

example, only Seminole was able to meet the 

average participant per program benchmark of 

16 customers per session.  

 

Despite this, Remington Park saw its attendance 

begin to climb in 2015, and has been able to 

sustain that growth into early 2016. By 

addressing the key demographics in the 

community (i.e. young families, families with 

children under 20) through carefully developed and expertly executed youth 

programming, Remington has seen its average program attendance climb to 18 

participants in the first half of 2016 from 14 during the same period last year.  

 

In late 2015, small cosmetic upgrades and the donation of 
a 3D printer by Councilor Sleiman reinvigorated both the 
staff and customers at the Seminole branch. This has led 
to increasingly successful technology programming, ‘drop-
in’ crafting days and class visits. The success of Seminole 
branch programming is expected to continue into 2017 
with additional technology programming and the use of the 
WPL Bookmobile (FRED) to reach into the surrounding 
areas, i.e. Herman High School and the Ford Test Track.  
 

 

5. ACTIONS: 
The Windsor Public Library Neighbourhood branches are constantly working towards 
improving resources, programs and services to reflect the needs of their communities. 
For example, the fourth quarter of 2016 will see a reconstituting of the staff complement 
at the Sandwich branch, with the hope being that an influx of new programming ideas will 
bolster program attendance.  
 
In 2017 the Sandwich library will begin a complete review of its collection and assets in 
preparation for the migration to the new John Muir Public Library in 2018. In addition, 
options are presently being investigated for a number of Sandwich Towne FRED stops to 
raise the WPL profile in that area.  
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6. RECOMMENDATION: 
 

    

 

 

   

Adam Craig 

Manager of Public Service 

Windsor Public Library 

acraig@windsorpubliclibrary.com 

 

 

 

 
Moved by____________________________ Seconded by___________________________ 
 
That the Windsor Public Library Board accept the 2015 Neighbourhood Libraries Report as 
presented.  
 

mailto:acraig@windsorpubliclibrary.com


 
 
 

Windsor Public Library Board 
Operations Policy Report #1 

August 9, 2016 
 
1. OBJECTIVES: 

To recommend to the Windsor Public Library Board in principle the first of two sets of   
Operational Policies that define what and why library services are provided by the Windsor 
Public Library. The policies are based on the Public Libraries Act, R.S.O.1990,C.p44 and 
where appropriate on the City of Windsor policies. The 24 policies will be presented in two 
sections in August and October, and officially accepted in November. 
 

2. BACKGROUND: 
Policies are defined as a set of principles to guide decision making; they are a “high level, 
what and why statement of intent”. Library specific policies are established, monitored and 
regularly reviewed by the Windsor Public Library Board.  
 
A public library is built on a series of Foundation, Governance and Operational policies. The 
Windsor Public Library Foundation policies were passed by the Board in 2015 and the 
Governance policies were passed in March 2016. The new Operational policies were 
compared with policies from Toronto, London, Vaughan and Hamilton public libraries, the 
SOLS Trillium master policies and the six WPL Operational polices.  
 
The WPL policy format includes policy numbers plus approval, amendment and review 
tracking; and was developed using the City’s Policy on Policies Framework. Like all WPL 
polices they will be reviewed by the Board on a three year cycle.  

 
The proposed Operational Polices include the following sections: 
 

1. PURPOSE - broadly defines the subject of the policy. 
2. SCOPE - includes live links to the legislative basis of the policy i.e. Public Libraries 

Act, and how the policy connects to other WPL or City policies. If it is an area 
where WPL is using a City policy e.g. purchasing, there is a direct link to the City 
policy. 

3. GUIDELINES - the high level polices that define the action. 
 
 

Policy Passed by the 
 Board in: 

Board Review 
due by: 

Foundation February 2015 February 2018 
Governance March 2016 March 2019 
Operational Fall  2016 October 2019 

http://www.canlii.org/en/on/laws/stat/rso-1990-c-p44/latest/rso-1990-c-p44.html
http://www.citywindsor.ca/cityhall/policies/Pages/default.aspx
http://www.citywindsor.ca/cityhall/Policies/Policies/Policy%20on%20Policies%20Framework.pdf
http://www.canlii.org/en/on/laws/stat/rso-1990-c-p44/latest/rso-1990-c-p44.html
http://www.canlii.org/en/on/laws/stat/rso-1990-c-p44/latest/rso-1990-c-p44.html


The following policies have been drafted by Windsor Public Library administration and reviewed 
by Ken Downing, Corporate Policy Coordinator.  
 

Policy 
Number 

Name of Policy Type Content 

O-1 Children Unattended 
in the Library 

revised Added links to Ontario Child and Family Services 
Act 

O-4 Customer Code of 
Conduct  

revised Clarifies the Board’s responsibility and authority to 
revoke  library privileges 

O-5 Facilities Use  revised Clarifies polices re: facility usage, rental of meeting 
rooms, displays, notice boards and use of the 
Technology Hub.   

O-10 Lending Services  revised Added links to legal authority to lend, charge fines 
and revoke privileges. 

O-11 Library Services  new Clarifies WPL services including: Information, PAC, 
Technology Hub, Children and Teen services, 
Special Needs and Local History services.  

O-13 Outreach new Defines and outlines what and why WPL does 
outreach into the community and FRED’s mandate. 

O-14 Partnership new Defines and outlines WPL partnerships 
O-15 Programming  new Defines and outlines what and why WPL provides 

library programs.  
O-16 Public Internet Use  revised Clarifies WPL’S role in providing public access to 

the Internet. 
O-18 Special Needs/ 

Accessibility  
revised Clarifies endorsement of the City Accessibility 

Policy and support of accessible reading formats 
and devices plus service animals in the library. 

O-19 Volunteer new Clarifies WPL’s role in encouraging volunteers. 
 

3. ACTIONS: 
The following actions are recommended: 

1) Administration will complete the second set of Operational Policies and present them 
to the Board in the fall for discussion. Once both sets of policies have been reviewed 
the Board will make a Notice of Motion indicating their intent to formally approve the 
complete WPL Operations Policies after a 30 day public review period.  

4. RECOMMENDED MOTION: 
 

 
Moved by _____________________________        Seconded by __________________________ 
 
to accept the WPL Operations Policy Report #1 of August 9, 2016 as presented . 

 
 
 
 
 
 
 



Prepared by: 
 
 
____________________________ 
Christine Rideout-Arkell 
Manager, Public Service 
Windsor Public Library 
carkell@windsorpubliclibrary.com 
 
 
______________________________ 
Nancy Peel 
Manager, Collection Services 
Windsor Public Library 
npeel@windsorpubliclibrary.com 
 
 
______________________________ 
Laurie Turcotte 
Manager, Finance 
Windsor Public Library 
lturcotte@windsorpubliclibrary.com 
 
 
______________________________ 
Kitty Pope 
CEO 
Windsor Public Library 
kpope@windsorpubliclibrary.com 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

____________________________ 
Adam Craig 
Manager, Public Service 
Windsor Public Library 
acraig@windsorpubliclibrary.com 
 
 
_________________________________ 
Anne Rutherford 
Manager of Board Operations and 
Executive Assistant to CEO - WPL 
arutherford@windsorpubliclibrary.com 
 
 
______________________________ 
Chris Woodrow 
Director, Corporate Services 
Windsor Public Library 
cwoodrow@windsorpubliclibrary.com 
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mailto:kpope@windsorpubliclibrary.com
mailto:acraig@windsorpubliclibrary.com
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Policy Type: Operational 
 

Policy Number: O - 1 

Policy Title: Children Unattended in the Library 
                    Policy 

Policy Approved:  
Next Review: 

 
1. PURPOSE 

1.1 The Windsor Public Library Board recognizes that children have a right to a welcoming, 
respectful, innovative and safe environment when visiting the library. However, the WPL 
cannot assume responsibility for children left unattended. The Windsor Public Library 
Children Unattended in the Library Policy establishes the conditions needed to maintain 
the well-being of children plus the responsibilities of their caregivers. 
 

2. SCOPE  
2.1 The Windsor Public Library Board recognizes and endorses the Ontario Child and 

Family Services Act (CFSA) with regard to the supervision of children. 
 
a) Section 72(1) “Despite the provisions of any other Act, if a person, including a person 

who performs professional or official duties with respect to children, has reasonable 
grounds to suspect one of the following, the person shall forthwith report the 
suspicion and the information on which it is based to a society.” 

 
b) Section 79(3) “No person having charge of a child less than 16 years of age shall 

leave the child without making provision for his or her supervision and care that is 
reasonable in the circumstances.” 

 
c) Section 79(4) “Where a person is charged with contravening Subsection (3) and the 

child is less than 10 years of age, the onus of establishing that the person made 
provision for the child’s supervision and care that was reasonable in the 
circumstances rests with the person.” 
 

2.2 The Windsor Public Library Board within the meaning of the Public Libraries Act, 
R.S.O.1990, C.P44 provides governance and management of public library services in 
Windsor. The Children Unattended in the Library Policy reflects the WPL Mission, Vision, 
Values Statement and Customer Service Pledge: 
WPL Vision Statement “The Windsor Public Library makes our community a better 
place to live, work and raise a family.” 
WPL Vision Statement - Community “We are committed to a strong and healthy 
Windsor.” 
 

2.3 The Windsor Public Library Board endorses the OLA Children's Rights in the Public 
Library and OLA Teen Rights in the Library statements. 
 

3. GUIDELINES 
3.1 Responsibility for the welfare, actions and behaviour of children using the WPL 

ultimately rests with the parent/legal guardian or an assigned caregiver. 
 

http://www.ontario.ca/laws/statute/90c11#BK132
http://www.ontario.ca/laws/statute/90c11#BK132
http://www.ontario.ca/fr/lois/loi/90c11#s72s1
https://www.ontario.ca/laws/statute/90p44
https://www.ontario.ca/laws/statute/90p44
http://accessola2.com/data/5/rec_docs/319_Children%27s_Rights_in_the_Public_Library.pdf
http://accessola2.com/data/5/rec_docs/319_Children%27s_Rights_in_the_Public_Library.pdf
http://www.accessola2.com/data/5/rec_docs/729_TeenRightsOLA-1.pdf


 
 
 

a) Children under the age of 10 must be accompanied by an adult or caregiver while in 
the Library; 

b) Children aged 10 and over are welcome to use the library independently, but parents 
are still responsible for their actions and behaviour while in the library; 

c) Parents must ensure that children requiring supervision are accompanied at the 
library by a responsible caregiver;  

d) Parents or caregivers are responsible for supervising their child’s access to all library 
resources including the Internet and Tech Hub;  

e) If the parent or caregiver cannot be contacted within 10 minutes after closing, 
employees will notify the Windsor Police Services. 

 
3.2 The Children Unattended in the Library Policy covers the following situations: 

a) An unattended/abandoned/unsupervised child; 
b) An unattended child found frightened, crying, asking for assistance or perceived to 

be endangering him/herself; 
c) An individual poses a perceived threat to an unattended child; 
d) An unattended child exhibits inappropriate actions or behaviour. 

 
3.3 Children found unattended in the library will be helped and this may include contacting 

parents, caregivers, schools, the Windsor Police Services or the Children’s Aid Society 
for assistance. 
 

3.4 Responsibility of WPL Employees 
Where a responsible adult cannot be contacted, library employees will:  
a) Not leave a child unattended; 
b) Not give the child a ride home, or walk the child home; 
c) Contact WPL management, Windsor Police Service and / or Children’s Aid Society 

(CAS) and remain with the child until authorities can take the child into their 
protection. 



 
 
 
 
 
 
Policy Type: Operational 
 

Policy Number: O - 4 

Policy Title: Customer Code of Conduct Policy 
 

Policy Approved:  
Next Review: 

 
1. PURPOSE 

1.1 The Windsor Public Library Customer Code of Conduct Policy is intended to provide 
guidelines with regard to customer behaviour and actions in the library.  
 

2. SCOPE 
2.1 The Windsor Public Library Board within the meaning of the Public Libraries Act, 

R.S.O.1990, C.P44 and the Trespass of Property Act, RSO 1990,T.21 provides 
governance and management of public library services in Windsor. The Customer Code 
of Conduct Policy reflects the WPL Mission, Vision, Values and Customer Service 
Pledge: 
WLP Mission Statement “The mission of the Windsor Public Library is to enrich our 
community by providing access to resources that inform and entertain.” 
“We believe in the freedom to read, learn and discover.” 
 

2.2 The Customer Code of Conduct Policy applies to all Windsor Public Library customers 
and individuals in or using all facilities, resources or services. 
 

3. GUIDELINES 
3.1 The Windsor Public Library Board is committed to providing a welcoming environment 

for all customers and expects customers to be law abiding and respectful of all. 
 

3.2 The Windsor Public Library  expects customers to: 
a) Use library resources, property and facilities for their intended purposes; 
b) Not cause a disturbance; 
c) Not behave in a disorderly manner or engage in any act having the effect of 

disturbing or preventing others from enjoying the Windsor Public Library ; 
d) Follow all Windsor Public Library  policies, procedures and employee directions; 
e) Attend to and supervise children in their care; 
f) Attend to personal belongings; 
g) Dress appropriately, i.e. shoes, shirts and other appropriate attire. 

 
3.3 Behaviours or actions which are not permitted include: 

a) Any activity that is illegal, damages library property or disrupts other customers or 
employees; 

b) Threatening or intimidating language, noises or actions; harassment, bullying, 
stalking, voyeurism, etc.; 

https://www.ontario.ca/laws/statute/90p44
https://www.ontario.ca/laws/statute/90p44
http://www.canlii.org/en/on/laws/stat/rso-1990-c-t21/latest/rso-1990-c-t21.html


 
 
 

c) Selling, using, possessing or being under the influence of alcohol or any other illegal 
substance; 

d) Carrying weapons or implements  which can be used as weapons; 
e) Theft of library resources or property; 
f) Sexual misconduct; 
g) Entering non-public library work areas;  
h) Photographing or filming without prior approval; 
i) Soliciting or selling merchandise in or around library facilities, without prior approval; 
j) Begging or soliciting for any purposes;  
k) Affixing or posting any bill, poster or notice. 

 
3.4 Expulsion and Revocation of Borrowing Privileges 

The Windsor Public Library Board delegates to the CEO the authority and responsibility 
to: 
a) Suspend or revoke a customer's borrowing or internet access privileges; 
b) Prohibit a customer/individual from entering any Windsor Public Library facility.  



 
 
 
 
 
 
Policy Type: Operational 
 

Policy Number: O - 5 

Policy Title: Facilities Use Policy 
 

Policy Approved:  
Next Review: 

 
1. PURPOSE 

1.1 The Windsor Public Library Facilities Use Policy is intended to provide a framework for 
the provision of safe, clean and accessible public library facilities.  
 

1.2 Library customers expect and deserve a welcoming environment in which to use library 
resources, services and facilities. The WPL welcomes the use of public areas and 
meeting rooms in its facilities.  

 
2. SCOPE 

2.1 The Windsor Public Library Board allows for the use of buildings by individuals, groups, 
organizations, and businesses whose conduct supports the Canadian Criminal Code, 
Canadian Charter of Rights and Freedoms, and the Ontario Human Rights Code. 
 

2.2 The Windsor Public Library Board endorses the City of Windsor Municipal Smoking 
Bylaw and the Bicycle Parking on Public Property Policy. 

 
2.3 The Windsor Public Library Board within the meaning of the Public Libraries Act, 

R.S.O.1990,C.P44 provides governance and management of public library services in 
Windsor. 

 
2.4 The Facilities Use Policy applies to all Windsor Public Library locations, to all customers, 

employees, volunteers and agents, and reflects the WPL Mission, Vision, Values, 
Customer Service Pledge and Customer Code of Conduct Policy: 
WPL Customer Service Pledge “A community gathering place that welcomes 
everyone.” 
 

3. DEFINITIONS 
“Customer” means anyone who is on the library premises, who may or may not have a 
library card. 
 
“Library” includes any building or mobile unit from which the Windsor Public Library provides 
library resources and/or services. 
 
“Resident” means anyone who resides within the City of Windsor, or owns real property 
within the City of Windsor. 
 
 

http://laws-lois.justice.gc.ca/eng/acts/C-46/
http://laws-lois.justice.gc.ca/eng/Const/page-15.html
http://www.efc.ca/pages/law/ontario/H.19.sect.html
http://www.citywindsor.ca/cityhall/By-laws-Online/Documents/By-law%20113-2006.pdf
http://www.citywindsor.ca/cityhall/By-laws-Online/Documents/By-law%20113-2006.pdf
http://www.citywindsor.ca/cityhall/Policies/Policies/Bicycle%20Parking%20on%20Public%20Property%20Policy.pdf
https://www.ontario.ca/laws/statute/90p44
https://www.ontario.ca/laws/statute/90p44


 
 
 
4. GUIDELINES 

4.1 The Windsor Public Library Board strives to maintain safe and clean library facilities plus 
protect and preserve the property under its control. 
 

4.2 The WPL is proactive in maintaining sanitary and pest free facilities. 
 

4.3 The WPL is a smoke free environment. 
 
4.4 Library Facility Use  

4.4.1 Windsor residents shall have free access during open hours to the public areas 
of the WPL. 
 

4.4.2 All persons using WPL facilities shall conduct themselves so as not to disturb 
other persons in the Library or cause damage to library property.  
 

4.4.3 Except with the permission of the CEO or designate, no person will:  
a) Bring into the Library a wheeled vehicle, other than a wheelchair, mobility 

scooter, baby carriage or stroller;  
b) Remain in the Library after the hours of opening. 

 
4.4.4 If a library employee or agent suspects that library property has not been 

properly checked out, customers shall allow upon request, an employee or agent 
to inspect their belongings. 
 

4.4.5 Parking facilities for automobiles, bicycles and strollers shall be readily 
accessible and designated for use by public library customers and employees. 
 

4.5 Meeting Rooms  
4.5.1 Meeting rooms may be rented for the purpose of promoting the informational, 

cultural, learning and recreational interests of the community in the form of 
meetings, seminars and workshops. 
 

4.5.2 Renting of library meeting rooms does not constitute an endorsement of the 
group’s policies or activities. The Library will not knowingly permit any individual 
or groups to use its facilities in contravention of the Canadian Criminal Code. 

 
4.5.3 Groups using the facilities may not limit attendance on the basis of race, colour, 

religion, sex, age, sexual orientation, mental or physical disability. The WPL 
reserves the right to attend any meeting held in its facilities. 

 
4.5.4 At the discretion of the CEO or designate, room rental fees may be waived for: 

a) Meetings convened by the Windsor Public Library Board; 
b) Library Associates or Ontario Ministry responsible for public library service; 
c) Library co-sponsored programs that are free to the public. 

http://laws-lois.justice.gc.ca/eng/acts/C-46/


 
 
 

 
4.5.5 Library programs shall have priority in the use of meeting rooms.  

 
4.5.6 Organizations must use their own name when advertising meetings held in library 

facilities, making it clear that the WPL is not the sponsor of the event.  
 

4.5.7 Rental fees must be paid at the time of booking. There will be no refunds for 
cancellations of less than seventy-two (72) hours notice. 

 
4.5.8 Organizations or individuals who use library facilities and/or equipment are 

responsible for any damages incurred by such use. They will be required to 
indemnify the Windsor Public Library Board against the costs of any and all 
claims which may arise out of, or by reason of, granting the use of those facilities. 

 
4.5.9 Customers may consume alcoholic beverages in meeting rooms only when a 

liquor license has been purchased and filed with the WPL. 
 
4.5.10 The WPL reserves the right to refuse or cancel a meeting room rental. 

Use will be denied: 
a) For a purpose that, in the Library's opinion, is contrary to the law or any WPL 

policies. 
b) When there is deemed to be: a likelihood of physical hazard to participants or 

a misuse of premises or equipment. Past misuse or non-payment of fees is 
sufficient grounds for denial. 

c) To clubs, groups and organizations intending to establish the WPL as a 
permanent location for their activities. 

d) Where the primary purpose of the event is: a religious service, or for political 
campaigning. 
 

4.6 Displays and Exhibits 
4.6.1 The Windsor Public Library provides access to intellectual, cultural, educational 

and recreational activities by providing free community display space. 
 

4.6.2 Display and exhibit space is available to individuals, schools and community 
organizations to display their art, handicrafts or projects. 

 
4.6.3 The WPL will provide space for displays and exhibits that are: 

a) Appropriate to the Library environment; 
b) Responsive to the diverse interests of the community; 
c) Not in contravention of federal or provincial laws and regulations, or municipal 

by-laws. 
 

 



 
 
 

4.6.4 The individual booking the space must sign an agreement stating they have read 
the WPL Facilities Policy and agree to its terms.  
 

4.6.5 The individual or organization booking the space is responsible for setting up and 
dismantling their own display or exhibit.  

 
4.6.6 The presence of any display or exhibit does not imply any endorsement by the 

Windsor Public Library Board. Acceptance or refusal of a specific exhibit is at the 
discretion of the CEO or designate. 
 

4.7 Public Notice Boards  
4.7.1 WPL provides access to free public notice boards for the promotion of not-for-

profit events within the community.  
 

4.7.2 No notices of a personal, commercial, political or religious nature will be posted; 
however, notices promoting free services by organizations acting on behalf of the 
government will be posted. 

 
4.7.3 All notices must be approved by a Library Manager or designate before posting. 

 
4.7.4 WPL has the right to decline or not post any poster or notice. 



 
 
 
 
 
 
Policy Type: Operational 
 

Policy Number: O - 10 

Policy Title: Lending Services Policy 
 

Policy Approved:  
Next Review: 

 
1. PURPOSE 

1.1. The purpose of the Lending Services Policy is to establish a framework of policies 
which govern the equitable sharing of library materials. 
 

2. SCOPE 
2.1. The Windsor Public Library Board recognizes and endorses the Freedom of Information 

and Protection of Privacy Act, Copyright Act,  Canadian Criminal Code, Canadian 
Charter of Rights and Freedoms, Municipal Freedom-of-Information and Protection of 
Privacy Act (MFIPPA), and other laws governing intellectual property. 
 

2.2. The Windsor Public Library Board Lending Service Policy provides guidelines for the 
sharing of library materials, as provided under the authority of the Public Libraries Act, 
R.S.O.1990,C.P44 23 (1) & (2)(4), which:  

a. Provide the opportunity for members of the public to access and borrow materials, 
without charge; 

b. Ensure the care of and accounting for materials in the WPL collection; 
c. Define rules for the fair and equitable use of library resources. 

 
2.3. The Lending Service Policy supports the principles of universal and equitable access 

and reflects the WPL Mission, Vision, Values and Customer Service Pledge: 
WPL Mission Statement “The mission of the WPL is to enrich our community by 
providing access to resources that inform and entertain.” 
“We believe in the freedom to read, learn and discover.” 

 
2.4. The Windsor Public Library Board endorses the OLA Children's Rights in the Public 

Library and OLA Teen Rights in the Library statements. 
 

3. DEFINITIONS 
“Circulation” includes the lending of all types of material, to any WPL member.  
 
“Materials” includes all items in the WPL collections which are available to the public through 
the integrated library system, e.g. books, DVD’s, electronic resources. 
 
“Transactions” are lending and returning library procedures, including: check outs, check 
ins, fines, claims returns and obtaining a library card.  
 

file://corp.windsor/staff/mcmanut/Operational%20Policy/Freedom%20of%20Information%20and%20Protection%20of%20Privacy%20Act
file://corp.windsor/staff/mcmanut/Operational%20Policy/Freedom%20of%20Information%20and%20Protection%20of%20Privacy%20Act
http://laws-lois.justice.gc.ca/eng/acts/C-42/page-1.html
http://laws-lois.justice.gc.ca/eng/acts/C-46/
http://laws-lois.justice.gc.ca/eng/Const/page-15.html
http://laws-lois.justice.gc.ca/eng/Const/page-15.html
http://www.citywindsor.ca/cityhall/Pages/Freedom-of-Information.aspx
http://www.citywindsor.ca/cityhall/Pages/Freedom-of-Information.aspx
https://www.ontario.ca/laws/statute/90p44
https://www.ontario.ca/laws/statute/90p44
http://accessola2.com/data/5/rec_docs/319_Children%27s_Rights_in_the_Public_Library.pdf
http://accessola2.com/data/5/rec_docs/319_Children%27s_Rights_in_the_Public_Library.pdf
http://www.accessola2.com/data/5/rec_docs/729_TeenRightsOLA-1.pdf


 
 
 

“Resident” means a person who resides in the City of Windsor or is covered under a 
reciprocal borrowing agreement and can present documented proof of residency. 
 
“Non-resident borrower” means a person who is not a “resident” and who can be issued a 
library card upon presentation of proper identification and payment of a fee.  
 
“Good standing” means a library card holder who has agreed to follow the requirements set 
by WPL to borrow materials or access information and whose library card account is not 
“blocked”. 
 

4. GUIDELINES 
4.1. The Windsor Public Library Board shall make library materials widely available to the 

community, in an equitable manner, in order to maximize the use of the collections. 
 

4.2. All membership and usage information will be treated as private and confidential. 
 

4.3. Library Membership 
4.3.1 A library card may be obtained with appropriate identification by a person who 

is:  
a) A resident of the City of Windsor, without charge 
b) A resident of a community participating in a reciprocal borrowing agreement 

e.g. Essex County, without charge;  
c) Not a resident of the City of Windsor, for a fee. 

 
4.3.2 A temporary guest library card with restricted borrowing privileges may be 

obtained for a fee. 
 

4.3.3 For children aged 0-12 a parent/sponsor signature is required plus appropriate 
identification for the parent/sponsor and the child.  
 

4.3.4 With appropriate identification individuals aged 13-17 may sign their card. 
Without appropriate identification a parent/sponsor signature is required. 

 
4.3.5 Members are responsible for their signed library card and for the safekeeping of 

all items borrowed using that card. By signing the card, the library card holder 
agrees to abide by the policies and procedures of the WPL and is responsible 
for all use made of the card. 
 

4.3.6 Lost or stolen library cards must be reported immediately; members are 
responsible for any materials borrowed on their cards until loss or theft is 
reported. 

 
4.3.7 Change in contact information must be reported immediately.  

 



 
 
 

4.3.8 Membership renewal requires verification of address and payment of 
outstanding fees and fines. 

 
4.3.9 Membership can be suspended for unpaid fines, or violation of library policies. 

 
4.3.10 Membership is not transferable to other individuals. 

 
4.3.11 Library cards are the property of the WPL and must be surrendered upon 

request. 
 

4.4. Borrowing 
4.4.1 A Windsor Public Library member whose account is in “good standing” may 

borrow materials from the circulating collections of the WPL. 
 

4.4.2 Members are required to return materials on or before the due date. 
 
4.4.3 Library material may not be renewed if another customer has requested the 

material. 
 
4.4.4 Any member of the public may use WPL materials in the library, without a library 

card. 
 
4.4.5 Interlibrary Loan services are provided to customers for some materials not 

available at WPL. 
 

4.5. Fines and Fees  
4.5.1 Fines are charged when materials are returned after their due date and are 

levied against the library card on which they are charged. 
 

4.5.2 Fees are charged for damaged, lost and /or unreturned materials and levied 
against the library card on which they are checked out. The replacement cost 
will be assessed by WPL and will include the purchase cost and the processing 
cost of the material.  
 

4.5.3 The WPL does not accept donations of materials in lieu of fines or fees. 
 

4.5.4 Overdue accounts may be referred to a collection agency. A collection agency 
fee is applied to all outstanding accounts and must be paid whether or not the 
items are returned.  

 
4.5.5 Any customer who damages or fails to return library materials, or fails to pay the 

cost of any loss or damage, may be subject to suspension of all library privileges 
and/or prosecution.  
 



 
 
 

4.6. Suspension of Privileges 
4.6.1 Library card holders may have their borrowing privileges or access to other 

library services suspended if the: 
a) Accumulated fines and fees charged exceed $50; 
b) Card holder has been issued a Notice of Trespass from the WPL; or  
c) Card holder has refused to abide by WPL policies and procedures. 



 
 
 
 
 
 
Policy Type: Operational 
 

Policy Number: O - 11 

Policy Title: Library Services Policy 
 

Policy Approved:  
Next Review: 

 
1. PURPOSE 

1.1 The Library Services Policy is intended to provide guidelines for the provision of 
excellent public library services.  
 

2. SCOPE 
2.1 The Windsor Public Library Board within the meaning of the Public Libraries Act, 

R.S.O.1990, C.P44 provides governance and management of public library services in 
Windsor. 
 

2.2 The Library Services Policy applies to all employees, volunteers and agents who provide 
or support library programming and reflects the WPL Mission, Vision, Values and 
Customer Service Pledge: 
WPL Mission Statement “The mission of the Windsor Public Library is to enrich our 
community by providing access to resources that inform and entertain” 
WPL Values Statement - Lifelong Learning and Literacy “We believe the passion for 
reading and learning should be shared.” 
 

2.3 The Windsor Public Library Board endorses the CLA Statement on Intellectual Freedom 
and takes no position on the views, ideas, or opinions expressed. 
 

3. GUIDELINES 
3.1 The Windsor Public Library Board considers the provision of excellent public library 

services to all, an integral part of its mission and strategic priorities.  
 

3.2 Mobile Services 
3.2.1 The mission of the Windsor Public Library mobile service is to “enrich the 

community by delivering information, technology, resources and services to 
Windsor residents where they live, work and play”.  
 

3.2.2 The Windsor Public Library mobile unit is an outreach vehicle to promote: 
a) The Windsor Public Library resources and services; 
b) Interest in and the joy of reading and lifelong learning; 
c) Participation in community programs and events. 

 
 
 
 

https://www.ontario.ca/laws/statute/90p44
https://www.ontario.ca/laws/statute/90p44
http://www.cla.ca/wp-content/uploads/CLA_Intellectual_Freedom_Position_Stmt_27sept2015_ltrhd.pdf


 
 
 

3.3 Children’s Services  
3.3.1 Windsor Public Library provides resources for children in a variety of formats, 

languages and reading levels.  
 

3.3.2 Except where limited by law, children have access to all library materials.  
 

3.3.3 Parents and legal guardians are responsible for monitoring the access and use of 
library materials by their children.  

 
3.4 Information Services 

3.4.1 WPL strives to provide information services that are prompt, accurate, unbiased 
and confidential to all. 
 

3.4.2 WPL endeavors to supply the highest level of professional expertise in facilitating 
access to information.  
 

3.4.3 WPL employees facilitate access to information however do not offer any 
interpretation of information.  
 

3.4.4 The WPL Board does not endorse or sanction the content or point of view of any 
information or commentary which may be found in the collection or accessed 
through the WPL. 
 

3.5 Local History Services 
3.5.1 The mission of the WPL local history service is to “celebrate Windsor’s rich 

heritage by providing access to a wide range of historic resources, services and 
programs, genealogy records and automotive history”.  
 

3.6 Public Access Computers 
3.6.1 WPL provides access to public computers and the Internet at all locations.  

 
3.6.2 The WPL Board does not endorse or sanction the content or point of view of any 

information or commentary which may be accessed via WPL public computers. 
 

3.7 Special Needs/Accessibility Services 
3.7.1 Windsor Public Library provides resources for individual with disabilities in a 

variety of formats, languages and reading levels.  
See also the WPL Special Needs/Accessibility Policy  
 

3.8 Technology Hub 
3.8.1 The mission of the WPL Tech Hub is to “enrich the community by providing 

access to a wide range of innovative technologies and services to Windsor 
residents”.  
 



 
 
 

3.8.2 The WPL provides access to innovative technologies and services through the 
Technology Hub and the Self-Publishing Lab at the Central Library. 
 

3.8.3 Access to the Technology Hub is open to all WPL members, however fees may 
be applicable for some services. 

 
3.10. Teen/Young Adult Services 
 3.10.1 Windsor Public Library provides resources for teens / young adults in a variety of  
  formats, languages and reading levels. 
 

3.10.2 Except where limited by law, teens/ young adults have access to all library  
 materials.  

 

 

 

 

 



 
 
 
 
 
 
Policy Type: Operational 
 

Policy Number: O - 13 

Policy Title: Outreach Policy 
 

Policy Approved:  
Next Review: 

 
1. PURPOSE 

1.1 The Windsor Public Library Outreach Policy is intended to provide guidelines for the 
provision of library outreach services. Library outreach: provides information, invites 
public discussion, encourages curiosity and creativity plus promotes the Windsor Public 
Library beyond the library walls. 
 

2. SCOPE 
2.1 The Windsor Public Library Board within the meaning of the Public Libraries Act, 

R.S.O.1990, C.P44 provides governance and management of public library services in 
Windsor. 
 

2.2 The Outreach Policy applies to all employees, volunteers and agents who provide or 
support outreach services and reflects the WPL Mission, Vision, Values and Customer 
Service Pledge:  
WPL Mission Statement “The mission of the Windsor Public Library is to enrich our 
community by providing access to resources that inform and entertain.” 
WPL Values Statement - Lifelong Learning and Literacy “We believe the passion for 
reading and learning should be shared.” 
 

2.3 The Windsor Public Library Board endorses the CLA Statement on Intellectual Freedom 
and takes no position on the views, ideas or opinions expressed. 
 

3. DEFINITIONS 
“Outreach” is defined as the act of promoting the WPL and extending public library 
resources and services to a wider segment of the community outside of the library. 
The mobile unit/Bookmobile/F.R.E.D. is a vehicle used to deliver outreach services to the 
community. The mission of the WPL mobile unit is to “enrich the community by delivering 
information, technology, resources and services to Windsor residents where they live, work 
and play”. 
 

4. GUIDELINES 
4.1 The Windsor Public Library Board considers outreach to be an integral part of its mission 

and strategic priorities. Library outreach extends the WPL into the community and 
provides an alternate location for people to learn and obtain information. 
 
 
 

https://www.ontario.ca/laws/statute/90p44
https://www.ontario.ca/laws/statute/90p44
http://www.cla.ca/wp-content/uploads/CLA_Intellectual_Freedom_Position_Stmt_27sept2015_ltrhd.pdf


 
 
 

4.2 The WPL will: 
a) Make available resources and services through community outreach; 
b) Select outreach locations based on the interest and need of the neighbourhood or 

event; 
c) Offer outreach for children, young adults, adults, special needs customers, seniors 

and families; 
d) Use outreach to promote interest in, and the joy of, reading and lifelong learning; 
e) Make outreach available free of charge except for fundraising events to benefit the 

library;  
f) Make outreach open to all, based on a first come, first served basis; 
g) Make available a process for customer feedback and expressions of 

opinions/concerns about outreach; 
h) Participate in cooperative outreach with other agencies, organizations, institutions or 

individuals. 

 

 

 



 
 
 
 
 
 
Policy Type: Operational 
 

Policy Number: O-14 

Policy Title: Partnership Policy 
 

Policy Approved:  
Next Review: 

 
1. PURPOSE 

1.1 Windsor Public Library collaborates with community partners to strengthen the library's 
ability to fulfill its mission and help the library meet the needs of customers. The 
Partnership Policy is intended to provide guidelines for the development of library 
partnerships. 

 
2. SCOPE 

2.1 The Windsor Public Library Board supports the Freedom of Information and Protection of 
Privacy Act, Copyright Act,  Canadian Criminal Code, Canadian Charter of Rights and 
Freedoms, Municipal Freedom-of-Information and Protection of Privacy Act (MFIPPA), 
and other laws governing intellectual property. 
 

2.2 The Windsor Public Library Board within the meaning of the Public Libraries Act, 
R.S.O.1990,C.P44, provides governance and management of public library services in 
Windsor.  

 
2.3 The Partnership Policy applies to all employees, volunteers and agents; supports the 

principles of universal and equitable access and reflects the WPL Mission, Vision, 
Values and Customer Service Pledge: 
WPL Mission Statement “The mission of the WPL is to enrich our community by 
providing access to resources that inform and entertain.” 
“We believe in the freedom to read, learn and discover.” 

 
3. GUIDELINES 

3.1 The Windsor Public Library Board is committed to establishing mutually beneficial 
partnerships with public and private agencies, organizations and enterprises, with the 
intent of: 
a) Supporting the mission, vision and values of Windsor Public Library; 
b) Promoting library resources, services, programs and facilities; 
c) Improving customer service. 

 
3.2 All Windsor Public Library partnerships shall be confirmed with a duly signed partnership 

agreement. 
 

3.3 Partnerships shall not influence the selection of library resources, programs or services, 
and shall not require endorsement of products or services. 
 

file://corp.windsor/staff/mcmanut/Operational%20Policy/Freedom%20of%20Information%20and%20Protection%20of%20Privacy%20Act
file://corp.windsor/staff/mcmanut/Operational%20Policy/Freedom%20of%20Information%20and%20Protection%20of%20Privacy%20Act
http://laws-lois.justice.gc.ca/eng/acts/C-42/page-1.html
http://laws-lois.justice.gc.ca/eng/acts/C-46/
http://laws-lois.justice.gc.ca/eng/Const/page-15.html
http://laws-lois.justice.gc.ca/eng/Const/page-15.html
http://www.citywindsor.ca/cityhall/Pages/Freedom-of-Information.aspx
https://www.ontario.ca/laws/statute/90p44
https://www.ontario.ca/laws/statute/90p44


 
 
 

3.4 Windsor Public Library ensures the confidentiality of user records by not selling or 
providing access to customer records to any partnership. 

 



 
 
 
 
 
 
 
Policy Type: Operational 
 

Policy Number: O - 15 

Policy Title: Programming Policy 
 

Policy Approved:  
Next Review: 

 
1. PURPOSE 

1.1 The Windsor Public Library Programming Policy is intended to provide guidelines for the 
provision of library programs. Library programming provides information, invites public 
discussion, encourages curiosity and creativity plus promotes literacy and reading within 
the library. 

 
2. SCOPE 

2.1 The Windsor Public Library Board within the meaning of the Public Libraries Act, 
R.S.O.1990, C.P44 provides governance and management of public library services in 
Windsor. 
 

2.2 The Programming Policy applies to all employees, volunteers and agents who provide or 
support library programming and reflects the WPL Mission, Vision, Values and Customer 
Service Pledge: 
WPL Mission Statement “The mission of the Windsor Public Library is to enrich our 
community by providing access to resources that inform and entertain” 
WPL Values Statement - Lifelong Learning and Literacy “We believe the passion for 
reading and learning should be shared.” 
 

2.3 The Windsor Public Library Board endorses the CLA Statement on Intellectual Freedom 
and takes no position on the views, ideas, or opinions expressed in library resources, 
services or programs. 

 
3. DEFINITION 

A “program” is defined as a coordinated activity, event or presentation with a specific 
purpose “to read, learn and discover.” For example: Story Time, Seniors Book Club, 
Local History Lecture, class visits. 

 
4. GUIDELINES 

4.1 The Windsor Public Library Board considers programs to be an integral part of its 
mission and strategic priorities and strives to offer programs that complement library 
services and collections. Library programs provide an alternate way for people to learn 
and obtain information, encourage participation in civic life and address the cultural and 
recreational interests of the community. 
 

4.2 The WPL will: 
a) Make available a wide spectrum of program opinions and viewpoints; 
b) Select programs based on the interest and need of the community; 
c) Offer programs for children, young adults, adults, special needs customers, seniors 

and families; 
d) Use programs to promote interest in, and the joy of, reading and lifelong learning; 
e) Make programs open to all, based on a first come, first served basis; 

https://www.ontario.ca/laws/statute/90p44
https://www.ontario.ca/laws/statute/90p44
http://www.cla.ca/wp-content/uploads/CLA_Intellectual_Freedom_Position_Stmt_27sept2015_ltrhd.pdf


 
 
 

f) Make available a process for customer feedback and expressions of 
opinions/concerns about programs. 
 

4.3 The WPL may: 
a) Participate in cooperative programs with other agencies, organizations, institutions or 

individuals;  
b) Co-sponsor programs in the library; 
c) Allow presenters to display products or books for purchase. 

 



 
 
 
 
 
 
 
Policy Type: Operational 
 

Policy Number: O - 16 

Policy Title: Public Internet Use Policy 
 

Policy Approved:  
Next Review: 

 
1. PURPOSE 

1.1. The Windsor Public Library Public Internet Use Policy is intended to provide a 
framework outlining public internet services, library use of filters, and customer 
responsibilities while accessing the WPL Internet. 
 

2. SCOPE 
2.1. The Windsor Public Library Board supports the Canadian Copyright Act, the Canadian 

Charter of Rights and Freedoms which states that everyone has freedom of thought, 
belief, opinion and expression; the Canadian Criminal Code and other legislation 
governing access to intellectual property and communication of information. 
 

2.2. The Windsor Public Library Board within the meaning of the Public Libraries Act, 
R.S.O.1990,C.P44 provides governance and management of public library services in 
Windsor. The Internet Use Policy reflects the WPL Mission, Vision, Values and 
Customer Service Pledge: 
WPL Values Statement “WPL values intellectual freedom, literacy and access to 
information.” 
 

2.3. The WPL Public Internet Use Policy applies to: 
a) All WPL-owned public computers and all personal wireless devices, operating in 

WPL facilities; 
b) All instances of accessing the Internet, whether through the library’s Internet service 

or through other wireless services, devices or software. 
 

3. GUIDELINES 
3.1. The Windsor Public Library Board provides public internet access as an information 

resource for customers. While the Internet provides a variety of resources for different 
age levels and points of view, its availability at the library does not imply any 
endorsement by the WPL Board. 
 

3.2. Customer Responsibilities 
3.2.1 WPL internet computers must not be used for illegal, actionable, or criminal 

purposes; to seek access to or export unauthorized or inappropriate sites or 
content; 

3.2.2 Customers are responsible for any sites they reach and the appropriate use of 
the resource; 

3.2.3 Customers shall respect the privacy of other library customers; 

http://laws-lois.justice.gc.ca/eng/acts/C-42/page-1.html
http://laws-lois.justice.gc.ca/eng/Const/page-15.html
http://laws-lois.justice.gc.ca/eng/Const/page-15.html
http://laws-lois.justice.gc.ca/eng/acts/C-46/
https://www.ontario.ca/laws/statute/90p44
https://www.ontario.ca/laws/statute/90p44


 
 
 

3.2.4 Customers are responsible for any fees, losses or damages that occur as a 
result of any online transactions they conduct on the Internet. The WPL 
assumes no responsibility for the security and privacy of online transactions. 

 
3.3. WPL Responsibilities 

3.3.1 WPL will: 
a) Facilitate and promote public access to information; 
b) Promote customer education, media awareness and internet safety; 
c) Respect the right of customers to privacy and confidentiality with regards to 

information sought or received and resources consulted, acquired or 
transmitted;  

d) Encourage all customers to be respectful of the rights and sensibilities of others. 
 

3.3.2 WPL recognizes that some internet resources are: illegal, misleading and/or 
inaccurate; or considered by some people to be offensive or objectionable. 
 

3.3.3 WPL Board is not responsible for the accuracy of the information obtained via 
the Internet. The accuracy of the information is the responsibility of each 
originator and/or producer. 
 

3.3.4 WPL reserves the right to implement and enforce usage procedures, and to 
withdraw access privileges for those who do not comply with the protocols, 
rules, regulations or service provider agreement. 
 

3.3.5 WPL supports the rights and responsibilities of parents or legal guardians to 
determine, monitor and guide their children’s use of library materials and 
resources and will endeavour to minimize unintentional exposure by children 
and teens to Internet content that is age inappropriate. 

 
3.4 Use of the Internet 

3.4.1 WPL internet computers must not be used for illegal, actionable or criminal 
purposes, to seek access to unauthorized sites or to access inappropriate sites. 

3.4.2 Downloading, transmission and export of material from inappropriate sites is 
prohibited 

3.4.3 Infringement of copyright is prohibited. 
 

3.5 Internet Filtering 
3.5.1 Internet sources that threaten the integrity of the Windsor Public Library network 

will be filtered. 
3.5.2 Internet sources will be filtered on WPL computers specifically designated for 

use by children. 
3.5.3 WPL recognizes that filters are not 100% effective. The WPL assumes no 

liability in the event that a customer reaches a site assumed to be filtered. 
 



 
 
 
 
 
 
Policy Type: Operational 
 

Policy Number: O - 18 

Policy Title: Special Needs/Accessibility Policy 
 

Policy Approved:  
Next Review: 

 
1. PURPOSE 

1.1 The Windsor Public Library Special Needs/Accessibility Policy is intended to provide a 
framework for the delivery of library service to people with disabilities or special needs. 

 
2. SCOPE 

2.1 The Special Needs/Accessibility Policy complies with the requirements of the 
Accessibility for Ontarians with Disabilities Act, the Accessibility Standards for Customer 
Service, and the Integrated Accessibility Standards. 
 

2.2 The Windsor Public Library Board endorses the City of Windsor Accessibility Policy. 
 

2.3 The Windsor Public Library Board within the meaning of the Public Libraries Act, 
R.S.O.1990, C.P44 provides governance and management of public library services in 
Windsor. 
 

2.4 The Special Needs/Accessibility Policy reflects the WPL Mission, Vision, Values and 
Customer Service Pledge: 
WPL Values Statement – Excellent Customer Service “WPL values and respects its 
customers, partners, volunteers and staff.” 
WPL Values Statement – Lifelong Learning and Literacy “WPL values intellectual 
freedom and access to information.” 
 

2.5 The Special Needs/Accessibility Policy applies to all customers, employees, volunteers 
or agents. 

 
3. DEFINITIONS 

“Barriers” - anything that prevents an individual with a disability from fully accessing 
resources or participating in activities because of their disability. Barriers can be physical, 
architectural, communicative, attitudinal, technological, or organizational.  
 
“Service Animal” is an animal assisting a person with a disability, if it is readily apparent that 
the animal is used by the person for reasons relating to their disability. 

 
4. GUIDELINES 

4.1 The Windsor Public Library Board strives to ensure that all library resources, services, 
equipment and facilities are: 
a) Equitably accessible to all; 
b) Free from discrimination;  
c) Respectful of the dignity and independence of persons with disabilities. 

 
 
 

https://www.ontario.ca/page/accessibility
https://www.ontario.ca/laws/regulation/r07429
https://www.ontario.ca/laws/regulation/r07429
https://www.ontario.ca/laws/regulation/110191
http://www.citywindsor.ca/cityhall/Policies/Policies/Accessibility%20Policy.pdf
https://www.ontario.ca/laws/statute/90p44
https://www.ontario.ca/laws/statute/90p44


4.2 Accessible Reading Formats 
a) The WPL shall provide accessible formats for customers with disabilities in a timely 

manner, taking into account the person’s accessibility needs and WPL’s budget 
constraints. Accessible reading formats include, but are not limited to: large print, 
recorded audio/electronic formats and Braille.  

b) The WPL website and web content shall be made accessible in accordance with the 
requirements of accessibility legislation. 

 
4.3 Assistive Reading Devices 

Upon request WPL will make reasonable efforts to facilitate the use of assistive devices 
(for example, large print reader, computer workstations) that enable people with 
disabilities to use library resources and services.  

 
4.4 Service Animals in the Library 

Persons with a disability are encouraged to use service animals when accessing WPL 
resources, facilities and services, unless such a service animal is excluded by law.  

 



 
 
 
 
 
 
Policy Type: Operational 
 

Policy Number: O - 19 

Policy Title: Volunteer Policy 
 

Policy Approved:  
Next Review: 

 
1. PURPOSE 

1.1 The Windsor Public Library Volunteer Policy provides a framework for the inclusion of 
volunteers to assist with the provision of library service to the Windsor community. 
 

2. SCOPE 
2.1 The Windsor Public Library Board within the meaning of the Public Libraries Act, 

R.S.O.1990,C.P44 provides governance and management of public library services in 
Windsor and supports the Volunteer Policy through the WPL Mission, Vision, Values and 
Customer Service Pledge: 
WPL Values Statement – Excellent Customer Service “WPL values and respects its 
customer, partners, volunteers and staff.” 
WPL Values Statement – Community “WPL values team work, partnerships and 
serving the community.” 
 

2.2 Volunteers make a welcome addition to the WPL, by enriching and enhancing library 
programs and services. Volunteering creates opportunities for community members to 
actively contribute to the library and their community. Volunteers do not substitute or 
replace paid library employees. 
 

2.3 The WPL Volunteer Policy applies to individuals, inclusive of, but not limited to unpaid 
work placements and volunteers in all programs and at all facilities. 
 

3. DEFINITIONS 
“Volunteer" refers to a person who performs services without compensation or expectation 
of compensation and who carries out a task at the direction of, and on behalf of, the library. 
The library also accepts students as volunteers who are participating in: student job 
placement projects, internships, corporate volunteer programs, or other volunteer referral 
programs. 
 

4. GUIDELINES 
4.1 The Windsor Public Library welcomes the services of volunteers with the understanding 

that such service does not constitute an obstruction to or conflict with the provision of 
library services. 
 

4.2 Volunteers are recruited with the intent of broadening and expanding the involvement of 
the community in their library.  

https://www.ontario.ca/laws/statute/90p44
https://www.ontario.ca/laws/statute/90p44


4.3 A volunteer must be enrolled and orientated/trained by the WPL prior to volunteering at 
the WPL. 

4.4 Volunteer assignments balance the needs of the library with the interests and abilities of 
volunteers. 

4.5 The minimum age requirement for volunteers is 14. For positions that require handling of 
money or supervision of children, volunteers must be at least 16 years of age. 

4.6 A personnel record is maintained on each volunteer. Volunteer records shall be 
accorded the same confidentiality as paid staff personnel records. 

4.7 Family members of library employees may volunteer but will not be placed under the 
direct supervision of their family members who are employees. 

4.8 Volunteers may be asked to submit a police records check. 

4.9 Volunteers who do not adhere to the policies/procedures plus health and safety 
requirements of the WPL or who fail to satisfactorily perform their assignments may be 
dismissed.  
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