Date:
Time:
Place:

DRAFT Agenda
Woodstock Public Library Board
March 8, 2022

Tuesday, March 8, 2022

4:00 p.m.

Via Zoom Video Conferencing
Register in advance for this meeting:

https://usO2web.zoom.us/meeting/register/tZAoc-qurDkoEtYL yK9%cvI60la)7ynv9Sar

Call to Order/Chairperson’s Remarks

Indigenous Acknowledgement

The Woodstock Public Library is situated on the traditional territories of the Indigenous
Peoples and covered by the Upper Canada Treaties. The Library Board (I) would like to
acknowledge the history of the traditional territory on which the Library stands. We (1)
would also like to respect the longstanding relationships of the local Indigenous groups,
the Haudenosaunee, Lanape, and Anishinaabek of this land and place in Southwestern
Ontario. We (1) would like to recognize the Indigenous communities in close proximity to
the city of Woodstock: Chippewas of The Thames First Nation; Oneida Nation of The
Thames; Munsee-Delaware Nation; Mississaugas of New Credit First Nation; and Six
Nations of The Grand (which consists of Mohawk, Cayuga, Seneca, Onondaga, Oneida
and Tuscarora Nations).

Approval of the Agenda

Recommendation:

That the Board approves the Agenda as circulated (or following corrections or
additions)

Declaration of Conflict of Interest

Minutes of the Meeting of February 8, 2022

Recommendation:

That the Board approves the Minutes of the meeting of February 8, 2022, as
circulated (or following corrections)

Business Arising from the Minutes
None

Delegations/Presentations

a) Lindsay Harris, Manager of Operations
Bibliocore

Board Education
None

Consideration of Correspondence
None
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10. Administrative Reports

a) Monthly Report
) Report of the Chief Executive Officer for February, 2022
1)) Report of the Manager of Public Services for February, 2022

b) Statistics
)] Library Systems Activities for the month of January, 2022
1)) Report of the Top Ten Titles of 2021

C) Policy Review
)] Report — Purchasing and Disposal
1)) Purchasing and Disposal Policy DRAFT
11. Committee Reports

a) Ontario Library Service Trustee Assembly
None

b) Health and Safety
None

C) Grievance Committee
None

12. Finance
a) Treasurer’s Report (as provided by Treasury)
Recommendation:
That the DRAFT Statement of Revenues and Expenditures for the period
ending December 31, 2021, and
the DRAFT Summary of Trust Account for the period ending December
31, 2021, and
the DRAFT Summary of the Jessie McDougall Trust Fund for the period
ending December, 2021, be approved as information received.
13. New Business
a) Report — The Use of Blue Lights

14. Notices of Motion
None

15. Attachments

a) Canadian Library Community Expresses Support for Ukraine; March
2, 2022

b) Budget Presentation
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16. Committee of the Whole In-camera

17. Next Meeting
Tuesday, April 12, 2022, 4:00 p.m.

18. Adjournment

VISION
Your Destination for Discovery

MISSION
The Woodstock Public Library is a community based accessible centre that responds to
changing needs by providing up-to-date resources in a welcoming environment.
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Woodstock Public Library Board

DRAFT Meeting Minutes
February 8, 2022

A regular meeting of the Woodstock Public Library Board was held on Tuesday,
February 8, 2022, at 4:00 pm, virtually via ZOOM technology (link provided publicly).

a)

b)

The following Board members were present:
Ken Whiteford, Chair

Mary Anne Silverthorn, Vice-chair

Brian Crockett, Trustee

Gary Wade, Trustee

Councillor Deb Tait

Councillor Connie Lauder

The following Board members were absent:
Mayor Trevor Birtch

The following persons were also present:
David Harvie, CEO

Darlene Pretty, Manager of Public Services
Lori Peixoto, recorder

Call to Order/Chairperson’s Remarks
The Chair called the meeting to order at 4:03 pm.
Indigenous Acknowledgement

The Woodstock Public Library is situated on the traditional territories of the
Indigenous Peoples and covered by the Upper Canada Treaties. The Library
Board (I) would like to acknowledge the history of the traditional territory on which
the Library stands. We (1) would also like to respect the longstanding
relationships of the local Indigenous groups, the Haudenosaunee, Lanape, and
Anishinaabek of this land and place in Southwestern Ontario. We (1) would like to
recognize the Indigenous communities in close proximity to the city of
Woodstock: Chippewas of The Thames First Nation; Oneida Nation of The
Thames; Munsee-Delaware Nation; Mississaugas of New Credit First Nation; and
Six Nations of The Grand (which consists of Mohawk, Cayuga, Seneca,
Onondaga, Oneida and Tuscarora Nations).

Approval of the Agenda
Motion 22-01

MOVED by C. Lauder and seconded by M. Silverthorn to approve the Agenda.
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Motion carried.

4, Declaration of Conflict of Interest
None.
5. Delegations/Presentations

a) Ms. Donlevy
WPL READ WOKE Program

K. Whiteford invited Ms. Donlevy to present her delegation to the Board.
Ms. Donlevy read from a prepared statement on her personal opinions of
how all groups must be represented in Library programs. Ms. Donlevy
suggested we start locally, with personal stories from the community.

In closing, Ms. Donlevy noted that Woodstock Public Library is one of the
best libraries with both staff and content.

K. Whiteford thanked Ms. Donlevy for her comments and invited questions
and comments from the Board.

C. Lauder thanked Ms. Donlevy for presenting to the Board, and reiterated
that the Board welcomes members of the community to present concerns
as they arise.

With no further questions or comments, K. Whiteford thanked Ms. Donlevy
again, and for providing accolades to staff and the Library.

6. Minutes of the Meeting of January 11, 2022

Motion 22-02

MOVED by G. Wade and seconded by D. Tait to approve the Minutes of the
Meeting of January 11, 2022.

Motion carried.
7. Business Arising from the Minutes

a) Board Legacy
WPL Board Legacy Document 2010-2014

K. Whiteford noted the Legacy Document included in the Board package,
and opened the floor for comments. Discussion was had, and the Board
agreed that a Legacy Document should be created for the current Board
before the end of its term. The CEO would assist in the creation of the
Document. A draft would be provided to the Board for consideration prior
to the meeting of June, 2022.

Motion 22-03
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10.

MOVED by M. Silverthorn and seconded by C. Lauder to approve the
creation of a Board Legacy Document prior to the end of the current term.

Motion carried.
Board Education

a) The Globe and Mail article, January 18, 2022

‘How the pandemic has highlighted the importance of libraries, Page Al14

There were no questions from the Board.
Consideration of Correspondence

a) Email from Ms. Donlevy to Councillor C. Lauder
Re: WPL READ WOKE Program

There were no further questions or comments from the Board.

b) CFLA Position on Protest
There were no questions or comments from the Board.
Administrative Reports

a) Monthly Report

I Report of the Chief Executive Officer for February, 2022

The CEO updated the Board on the Library operating under the

‘Browse, Borrow & Go!” model once again as of February 7t.

The CEO noted that the presentation on Bibliocore that was slated
for this meeting would be postponed until the meeting in March,

2022.

There were no questions or comments from the Board.

I. Report of the Manager of Public Services for February, 2022

The Manager of Public Services discussed the merging of children’s
collections as well as a new community partnership with WPL,

Oxford County Library, and Early ON Centre.

It was also noted that the Library’s newest part-time Librarian

(temporary) started February 7.

There were no questions or comments from the Board.
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b) Statistics: Library Systems Activities for January, 2022
The CEO reported seeing signs of recovery in the monthly statistics report.
The Manager of Operations provided a detailed report to the CEO, and the
information was delivered verbally to the Board.
There were no questions or comments from the Board.
C) Policy Review
I Report — Purchasing and Disposal
The CEO noted that although the Report requests approval, this
request is premature, at this point. There will be discussion with the
City Treasurer prior to seeking Board approval.

The Purchasing Policy was last reviewed in 2010, and there were
two separate policies. The proposal will be to combine into one

policy.
K. Whiteford asked if there were questions or comments, noting two
parts to item (c) — the report and policy. It was suggested to leave
this review until the meeting in March to deal with a more finalized
package. All were in agreement. Therefore, the item is deferred.
ii. Purchasing and Disposal Policy
Deferred.
11. Committee Reports
a) Ontario Library Service Trustee Assembly
No report.
b) Health and Safety
No report.
C) Grievance
No report.
12. Finance

a) Treasurer’s Report

No financial information available.
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13. New Business
a) Board Report — WPL READ WOKE Program

The CEO referred to the report that was included in the Board package
that explained what the Library was trying to achieve with the READ
WOKE Program, noting that the Program was well within the Board’s
Diversity Policy, passed in 2021, as well as the Action Plan.
The Manager of Public Services also provided comments on the READ
WOKE Program, noting that it aligns with the Diversity and Inclusion
Statement as well as the Strat Plan. With Woodstock becoming more
diverse, the Library wants all people represented well.

The Board will follow up with Ms. Donlevy through the CEO, thanking her
for her comments.

There were no further questions or comments.
b) Board Report — Library Closure Dates 2022

The CEO explained that the dates included in the Board Report represent
closures in addition to stat holidays listed in the Collective Agreement.

Motion 22-04

MOVED by M. Silverthorn and seconded by C. Lauder that the Board
approves Library closure on the dates listed in Board Report #2022-010.

Motion carried.
14.  Notices of Motion
None.
15. Attachments
None.
16. Committee of the Whole In-camera
Motion 22-05

MOVED by M. Silverthorn and seconded by B. Crockett that the Board move into
Committee of the Whole In-camera at 5:05 pm.

Motion carried.
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Motion 22-06

MOVED by B. Crockett and seconded by C. Lauder that the Board move out of
Committee of the Whole In-camera at 5:14 pm.

Motion carried.
Motion 22-07

MOVED by M. Silverthorn and seconded by G. Wade that the Board approve the
Agenda for the Meeting of the Committee of the Whole In-camera.

Motion carried.
Motion 22-08

MOVED by B. Crockett and seconded by G. Wade that the Board approve the
Minutes of the Committee of the Whole In-camera for January 11, 2022.

Motion carried.
17. Next Meeting

Tuesday, March 8, 2022, 4:00 pm.
18. Adjournment

MOVED by G. Wade that the meeting adjourn at 5:15 pm.

Vision
Your Destination for Discovery

Mission
A welcoming place to create, connect and explore.
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Subject: CEO Report for March, 2022
Action: For Information
Prepared by: David I. Harvie

Meeting of: March 8, 2022

Pandemic Library Services Update

The Library reopened to the public on Monday, February 7. Social distancing and
facial masks are still required for any patron entering the building. Selected and limited
public seating and study space has been restored for public use. More seating will be
gradually added over time.

Contribute Vibrant Spaces

In anticipation of a return to “near normal” library services by mid-year, the Library plans
to hire one Summer Student to assist staff with the TD Summer Reading Program.

POW Peterman Consulting Engineers provided a brief update on the Brick Restoration
Project after making a site visit on February 23'. The copper cornice, cap work and
installation of the chimney cap is essentially completed and will be finished shortly. The
roof drain strainers are yet to be installed. There are two repairs to the cast stone to be
completed on the south-east corner, and one repair on the west elevation. A couple of
touch ups are required with keim coating. These repairs require warmer weather for
application. The contractor hopes that the weather will be more cooperative by mid-
March. The re-installation of the WIFI antenna is still pending. The contractor has also
identified an issue with a heating tracing cable. The cable is fraying and will be looked at
by an electrician. The contractor suggests installing a heating cable in the internal gutter
area along the parapet as well. After the repairs are all completed, the scaffolding,
fencing and storage container will be removed. There will be a landscape clean-up and
sod restoration. Photographs of the work are attached.

Woodstock Public Library Board Report Page 1



Report #2022-011
Strengthen Our Community

The Library will host a COVID-19 Vaccine Drop-in Clinic on Tuesday, March 8". The
clinic held by Southwestern Public Health, will offer first, second and booster doses of
the COVID-19 vaccine (Pfizer or Moderna).

The focus of the Library’s Read Woke program for the month of March is women'’s
voices.

Reinforcing Our Capabilities

On Thursday, March 3, the Library Board Chair and CEO presented the Library’s
funding request for 2022. The presentation is attached.

On Saturday, February 18" SirsiDynix moved their cloud servers that host the Library’s
automation software and bibliographic databases. During this period, the Library
remained open and operated in off-line mode to provide basic circulation services to the
public. Full online services and library automation were restored early on Sunday,
February 19'". Due to prior contingency planning and advance notice to the public, there
were no complaints received from patrons by staff.

Respectfully Submitted,

David |. Harvie
Chief Executive Officer
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Report #2022-011

Woodstock Public Library — Brick, Cornice and Cap Restoration
Project

o
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Report #2022-011
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Report #2022-012
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Subject: Public Services Report for February
Action: For Information
Prepared by: Darlene Pretty, Manager of Public Services

Meeting of: March 8, 2022

Contribute Vibrant Spaces

The Read Woke Reading Program is entering its third month. March will feature
Women'’s Voices, offering great reading suggestions for children, teens, and adults. In
January we had 35 participants, and in February we had 15 participants visit the
Beanstack website to register for the reading club. Participants continue to earn badges
as they read excellent titles selected by the children, teen, and adult Public Services
staff.

This year's March Break theme is Brilliant Builders, and the children and teen staff have
been planning programs. Registration starts March 1, and registration is hopping. This
year’s lineup includes a family Zoom storytime, Mad Science, Virtual Minecraft Club, a
Zoom cooking program for families as well as many Take & Make kits.

Strengthen Our Community

The Book a Librarian program continues to be very popular, especially now that we are
able to offer socially distanced appointments in the Library again. It has been very
difficult to offer this program virtually, as many of the participants already find
technology challenging. The popularity of this program is evident in the number of
repeat customers Emerging Technologies Librarian, Amanda Paupst, has throughout
the month.

Reinforcing Our Capabilities

We are currently interviewing for a permanent part-time librarian position and should
soon be back to a full complement of Public Services librarians. 1 will also be
interviewing for a summer student position which is very exciting after two summers with
no student employees. The department is anticipating more outdoor programming, and
hopefully some in-person programming in the Library.
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Report #2022-013

Subject:
Action: For Information
Prepared by:

Meeting of: March 8, 2022

Top Ten Circulating Titles of 2021

Lindsay Harris, Manager of Operations

Top 10 Adult Fiction Titles

Rank | Title Author
1 State of Terror Hillary Rodham Clinton & Louise Penny
2 Better of Dead Lee Child
3 The Judge's List John Grisham
4 Game on: Tempting Twenty-Eight Janet Evanovich
5 Dear Mrs. Bird A.J. Pearce
6 Fight Night Miriam Toews
7 The Pull of the Stars Emma Donoghue
8 The Stranger in the Lifeboat Mitch Albom
9 What Strange Paradise Omar El Akkad
10 The Personal Librarian Marie Benedict

Top 10 Adult Non-Fiction Titles

Rank | Title Author
1 Indian in the Cabinet Jody Wilson-Raybould
2 Flea Market Style
3 Greenlights Matthew McConaughey
4 The Christmas Cookie Cookbook
5 Atomic Habits James Clear
6 Homemade Holiday Sophie Pester
7 Off the Record Peter Mansbridge
8 Peril Bob Woodward
9 The Official MTO Truck Handbook Ministry of Transportation of Ontario
10 100 Things We've Lost to the Internet Pamela Paul

Woodstock Public Library Board Report
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Top 10 Young Adults Fiction Titles

Report #2022-013

Rank | Title Author
1 Love from Ato Z S.K. Ali
2 City of Heavenly Fire Cassandra Clare
3 Sige and Storm Leigh Bardugo
4 Allegiant Veronica Roth
5 If | Stay Gayle Forman
6 Looking for Alaska John Green
7 Point Blank Anthony Horowitz
8 Skeleton Key Anthony Horowitz
9 Stormbreaker Anthony Horowitz
10 The Hawthorne Legacy Jennifer Barnes

Top 10 Graphic Novels Titles

Rank | Title Author
1 Attack on Titan Hajime Isayama
2 Black Clover Yuki Tabata
3 Hunter X Hunter Yoshihiro Togashi
4 Haikyu!! Haruichi Furudate
5 Food Wars! Yuto Tsukuda
6 Demon Slayer Koyoharu Gotoge
7 From Me to You Karuho Shiina
8 Star Wars Various Authors
9 Heartstopper Alice Oseman
10 You Lie in April Naoshi Arakawa

Top Juvenile Fiction Titles

Rank | Title Author
1 Diary of a Wimpy Kid: Greg Heffley's Journal Jeff Kinney
2 Cabin Fever Jeff Kinney
3 Harry Potter and the Philosopher's Stone J.K. Rowling
4 The Ugly Truth Jeff Kinney
5 Late Lunch with Llamas Mary Pope Osborne
6 Minecraft Mob Squad Delilah S. Dawson
7 Narwhal on a Sunny Night Mary Pope Osborne
8 Tales from a Not-So-Happily Ever After Rachel Renée Russell
9 The Last Straw Jeff Kinney
10 To The Future, Ben Franklin Mary Pope Osborne
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Top Juvenile Non-Fiction Titles

Report #2022-013

Rank | Title Author
1 Cool builds in Minecratft Wesley Copeland
2 Why'd They Wear That? Sarah Albee
3 Anne Frank: the Diary of a Young Girl Anne Frank
4 Bake It
5 Go Show the World Wab Kinew
6 Guinness World Records 2022
7 Hacks for Minecrafters: Redstone Megan Miller
8 Marvel Studios Character Encyclopedia Adam Bray
9 Milk Bar Christina Tosi
10 Pirate Richard Platt
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Subject: Policy Review — Purchasing and Disposal
Action: For Review and Approval
Prepared by: David I. Harvie

Meeting of: March 8, 2022

Recommendation

That the Woodstock Public Library Board approves the proposed policy on purchasing
and disposal as presented or as amended.

Background

A draft of a new purchasing policy was presented to the Board at the February, 2022
Board meeting for consideration.

Discussion

The revised version of the draft policy incorporates comments made by Board members
and the City’s Director of Corporate Services.

Respectfully submitted,

David I. Harvie
Library CEO
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Woodstock Public Library Policy

Policy Name: Purchasing and Disposal Policy
Category: Finance

Version: March 8, 2022

POLICY STATEMENT AND RATIONALE

This document details the policy to be followed when acquiring deliverables for the
Woodstock Public Library (Library) and the disposal of surplus assets. The purpose is to
ensure that deliverables are acquired in an open, fair, and transparent manner, which
protects the reputation of the Library, and increases the confidence of both the public
and participants in the procurement process.

This policy reflects key functions and practices of the City of Woodstock Procurement of
Goods and Services Bylaw in order to create a harmonious working relationship with
City Treasury.

SCOPE

This policy shall apply to the Woodstock Public Library.

DEFINITIONS

The definitions of terms used in this policy are set out in Schedule A — Definitions.
POLICY, PROCEDURE AND IMPLEMENTATION

1.0 Authority

1.1 The Library Board has authority under Section 23(4) of the Public Libraries Act,
R.S.0. 1990, c. P44 to regulate all matters connected with the management of
the Library and Library property.

1.2 The Municipal Act 2001, SO 2001, c.25 Part VI, s. 271, states that a
municipality and a local board shall adopt policies with respect to its
procurement of goods and services.
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2.0

2.1

2.2

3.0

3.1

3.2

4.0

4.1

4.2

Responsibility

The Library Board has ultimate authority for all expenditures, and delegates this
authority by the authorization of budgets or by specific resolution of the Board.

The Library CEO is responsible for implementing the appropriate procedures in
accordance with this policy.

Guiding Principles

The overarching principle guiding this policy is to maintain the public’s trust and
reduce the Library’s exposure to legal liability by ensuring that purchasing
decisions are made using a process that is ethical, open, fair, and transparent.

In acquiring deliverables, the Library shall also adhere to the following guiding
principles:

a) Promote effective, economic and efficient acquisition.

b) Act and conduct business with honesty and integrity.

c) Treat vendors equitably, without discrimination.

d) Develop, support, and promote the highest professional standards in order
to serve the public good.

e) Maintain a customer-service focus while meeting the needs and protecting
the interests of the Library and the public.

f) Comply with known international, federal and inter-provincial trade treaties
or agreements, as amended, where applicable.

g) Comply with and incorporate the requirements of the Accessibility for
Ontarians with Disabilities Act, 2005, S.O. 2005, c. 11, as amended (the
‘AODA) in the procurement process of the Library as well as any
requirements contained in other legislation (either provincial or federal)
which may impact the purchasing process of the Library.

h) Encourage, wherever possible, the acquisition of deliverables with due
regard to the conservation of the natural environment.

1) Support effective business planning such that deliverables shall only be
acquired after consideration of need, alternatives, timing and appropriate
life cycle management issues.

j)  When evaluating bids, wherever possible, the Library shall consider the
total acquisition value including, but not limited to, acquisition, training,
operating, maintenance, quality, reliability, performance, warranty, payment
terms, contract extensions, contract renewals and disposal costs.

Application

This policy shall apply to the acquisition of all deliverables made by or on behalf
of the Woodstock Public Library.

All individuals involved in the acquisition of deliverables provided for in this
policy, shall act in a manner consistent with the requirements and objectives of
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4.3

4.4

5.0

5.1

5.2

5.3

5.4

5.5

5.6

5.7

this policy, and should said individuals be found to have breached this policy,
they may be subject to disciplinary action.

No acquisition for deliverables or disposal of personal property and real
property shall be authorized unless in compliance with this policy.

All acquisitions undertaken by the Library and its employees shall be executed
in accordance with:

a) The purchasing policy and any other relevant or related Library policies,
codes of conduct or procurement procedures.

b) All applicable Library business licenses requirements.

c) The Municipal Conflict of Interest Act, as amended and any other
applicable municipal, provincial, or federal legislation.

Restrictions

No Library employee or member of the Library Board shall acquire, on behalf of
the Library, any deliverables except in accordance with this policy, and the
restrictions set out herein.

The acquisition of deliverables shall occur only if the necessary funds are
available within an approved budget or the requisition is expressly made subject
to funding approval and, to the extent that they may be required, funds are
available from any other government agency on whose behalf the acquisition of
deliverables is also being made.

The Board has provided funds for such acquisitions in the budget or otherwise
agreed to the provision of such funds, and no expenditure shall be authorized or
incurred in excess of such funds.

No contract, renewals or extensions for deliverables shall be divided into two or
more parts to avoid the application of the provisions of this policy.

No personal acquisitions shall be made by the Library directly or indirectly for
members of the Board or their families.

No Library employee or member of the Library Board shall extend, in the
discharge of his or her official duties, preferential treatment to relatives, friends,
organizations or groups in which they or their relatives or friends have a
pecuniary interest.

No Library employee, former Library employee, member of the Board, or any
spouse (including common law spouse), parent, grandparent, sibling, child,
grandchild, niece, nephew, uncle or aunt of a Library employee or member of
the Board, shall be permitted to acquire any surplus goods to be disposed of,
except by successfully bidding at a public auction.
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5.8 No Library employee shall solicit, accept or condone the solicitation or
acceptance of any gift, favor or form of entertainment and/or hospitality from
any person or corporation having dealings with the Library unless in compliance
with the staff code of conduct policy.

5.9 No member of the Library Board shall solicit, accept or condone the solicitation
or acceptance of any gift, favor or form of entertainment and/or hospitality from
any person or corporation having dealings with the Library unless in compliance
with the Library Board Member Code of Conduct Policy.

5.10 No Library employee or Board member may supply deliverables as a vendor to
the Library.

5.11  No bid or offer will be accepted from any Bidder, inclusive of the Bidder’'s
subcontractors, who has a claim or has instituted a legal proceeding against the
Library or City of Woodstock, or against whom the Library or the City of
Woodstock has a claim or instituted a claim without the prior approval of the
Library Board. The Bidder will include any non-arms lengths corporations of the
Bidder.

6.0 Exemptions

6.1 This policy shall not apply to the acquisition or disposal of any real property or
to any lease, right or permission relating to the use or occupancy of real

property.

6.2 When the acquisition of deliverables is required under any lease of real property
and is provided for under the terms of such lease, including tenant
improvements, equipment and fixtures, the terms of the lease shall govern to
the extent of any conflict with this policy.

6.3 The open and competitive procurement process set out in this policy shall not
apply to the acquisition of those items listed in Schedule B — Exemptions, or to
low value purchases, or as otherwise listed in this policy.

6.4 Despite any other provision of this policy, the Board may authorize any
acquisition or method of procurement where to do so would be in the best
interest of the Library.

7.0 Roles and Responsibilities

7.1 General Responsibilities

7.1.1 All employees of the Library are responsible for complying with this policy and
procurement procedures.

7.1.2 Employees involved in the procurement process must clearly understand their
obligations and responsibilities under this policy and all applicable procurement
procedures, and should consult with the Chief Executive Officer in respect to
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7.1.3

7.2

7.2.1

7.3

7.3.1

8.0

8.1

8.2

any questions regarding the application or interpretation of this policy or
purchasing procedures.

All employees shall acquire deliverables within their purchasing authorities as
prescribed in Schedule E — Purchasing Authorities and Schedule F —
Emergency Acquisition Authorities.

Chief Executive Officer
The Chief Executive Officer (CEO) shall be responsible for:

a) Ensuring compliance with this policy and reporting serious or repetitive
incidents of non-compliance to the Board, as warranted.

b) Submitting recommendations and reports to the Board, as required under
this policy.

c) Approving the delegation of purchasing authority limits to Library
employees in compliance with applicable Library policies.

d) Overseeing the conduct and activities of Library employees in carrying out
the Library’s purchasing process.

e) Establishing and approving purchasing procedures and protocols.

f) Issuing purchase orders based on purchase requisitions.

g) Ensuring the consistent application of procurement, and that purchasing is
conducted in an efficient and diligent manner.

Library Managers
Managers shall be responsible for:

a) Compliance with this policy and all applicable policies.

b) Initiating a purchase order requisition for approval by the CEO.

c) Ensuring that the acquisitions of deliverables are made in accordance with
the Library’s purchasing policy.

d) Monitoring all contract expenditures against the awarded or purchase
order value, and ensuring compliance with budgetary limits.

e) Monitoring the performance of all contractors.

f)  Enforcing the contract terms, conditions, and specifications.

g) ldentifying and addressing non-compliance with this policy and purchasing
procedures.

h) Notifying the CEO to obtain guidance with respect to mitigating potential
risks to the Library arising from the non-compliance.

Vendor Conduct and Conflicts of Interest

The Library expects its vendors to act with integrity, and conduct business in an
ethical manner.

The Library may refuse to engage in a business transaction or may terminate a
business transaction with any vendor including, but not limited to, the following:
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8.3

8.4

8.5

9.0

9.1

9.2

9.21

9.3

9.3.1

10.0
10.1

a) Has engaged in illegal or unethical bidding practices.

b) Has an actual or potential conflict of interest.

c) Fails to acknowledge and adhere to the Library’s expectations of
professional service.

lllegal or unethical bidding practices include, but are not limited to:

a) Bid-rigging, price-fixing, bribery or collusion or other behaviors or practices
prohibited by federal or provincial statutes.

b) Attempting to gain favor or advantage by offering gifts or incentives to
Library employees or members of the Library Board.

c) Lobbying members of the Board or employees or engaging in any
prohibited communications during a procurement process.

d) Submitting inaccurate or misleading information in response to a
procurement opportunity.

e) Engaging in any other activity that compromises the Library’s ability to run a
fair procurement process.

All vendors participating in a procurement process must declare any perceived,
potential or actual conflicts of interest.

Vendors, consultants or individuals involved in the development of bid call
documents, shall not be allowed to bid on the resulting bid opportunity.

Purchasing Process

Any acquisition(s) made by a Library employee shall be undertaken in
accordance with the procurement processes described within this policy,
purchasing procedures and any other applicable Library policies and
procedures.

Bidding system

Purchases for goods and services acquired by formal Request for Tender or
Request for Proposal of an estimated value of $50,000 or more, shall use the
City’s electronic bidding system.

Purchase Compatibility with IT Infrastructure

Acquisition of information and communications technology shall be made with
prior consultation with the Library’s IT Consultant and the City’s Information
Technology (IT) Department to ensure the compatibility and security of the
Library’s and City IT telecommunications infrastructure.

Standard Purchasing Methods

Request for Information (RFI)
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10.1.1 A request for information (RFI) shall be issued for the purpose of compiling
available market information and capabilities of various vendors in providing
deliverables to the Library in order to make informed acquisition decisions.

10.2 Request for Expressions of Interest (REOI)

10.2.1 A request for expression of interest (REOI) shall be issued for the purpose of
compiling a list of potential vendors who may be interested in providing
deliverables to the Library. A REOI is often done in the early stages of the
procurement process as a means for the Library to seek industry input into
scoping requirements for a project that is intended to go back out to market at a
later date.

10.2.2 The REOI is also an opportunity for interested parties to respond with the
requested information so that they may be informed about future
announcements related to a project, including the competitive selection
process. The receipt of a submission in response to a REOI shall not create any
contract obligations on the part of the Library.

10.2.3 The Library is not required to proceed with any further procurement process
following a REOI.

10.3  Request for Pre-Qualification (RFPQ)

10.3.1 A request for pre-qualification (RFPQ) shall be issued when seeking the
submission of information, including, but not limited to a potential vendor’s
experience, financial strength, education, background and personnel of firms or
corporations who wish to qualify to be able to compete to supply deliverables to
the Library.

10.4  Low Value Purchase (LVP)

10.4.1 A low value purchase (LVP) shall be conducted for the acquisition of
deliverables having an estimated value as stated in Schedule D. These
purchases must be made using either a purchase order or purchase card.

10.5 Quick Bid Request for Quotation (QBRFQ)

10.5.1 An informal quick bid request of quotation (QBRFQ) may be issued for the
purchase of deliverables having an estimated value as stated in Schedule D.

10.6  Request for Quotation (RFQ)

10.6.1 A formal request for quotation (RFQ) may be issued for the acquisition of
deliverables having an estimated value as stated in Schedule D. Any
irregularities in the bid shall be dealt with in accordance with Schedule C — Bid
Irregularities and in compliance with the procurement process stated in this

policy.
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10.7 Request for Tender (RFT)

10.7.1 A formal request for tender (RFT) shall be conducted for the acquisition of
deliverables having an estimated value as stated in Schedule D, and where all
of the following criteria apply:

a) Two or more sources are considered capable of supplying the deliverables.

b) The specifications for deliveries can be adequately defined.

c) The market conditions are such that bids can be submitted on a competitive
pricing basis.

d) Itis intended that the lowest cost bid shall be accepted.

10.8 Request for Proposal (RFP)

10.8.1 A formal request for proposal (RFP) shall be conducted for the acquisition of
deliverables having an estimated purchase value as stated in Schedule D, and
where price is not the primary evaluation factor. An RFP bid call document may
provide for negotiation of all terms, including price prior to contract award. An
RFP may include the provision for the negotiation of best and final offers and
may be a single stage or multi-stage RFP.

10.8.2 The goals of an RFP are:

a) To implement an effective, objective, fair, open, transparent, accountable
and efficient procurement process for obtaining unique proposals designed
to meet board outcomes to a complex problem or need for which there is no
clear or single solution.

b) To select the proposal that earns the highest total score and meets the
requirements specified in the bid call document, based on qualitative,
technical and pricing considerations.

10.8.3 This procurement process can be used for any dollar value when the
requirements cannot be definitely specified. An RFP may be conducted for the
procurement of deliverables when any of the following criteria apply:

a) The selection of the vendor depends more upon the effectiveness of the
proposed solution, than the price alone.

b) It is expected that negotiation with one or more vendors may be required
with respect to any aspect of the contract.

c) The precise deliverables, or the specifications are not known or are not
definable and it is expected that the contractor will further define them.

10.8.4 In the case of a pre-qualified RFP, only the selected pre-qualified vendors shall
be notified.

10.8.5 The evaluation of an RFP shall be split between technical and financial scoring
in a weighting that is equal to one hundred (100) percent (i.e., 80%, 20%). The
evaluation process will be detailed in the RFP.
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10.9 Purchase Card (P-Cards)

10.9.1 Whenever possible, the acquisition of deliverables having an estimated value of
$10,000 or less shall be done using a purchase card.

10.9.2 The Library will abide by the terms, conditions, policies, and practices
established by the City of Woodstock in the use of P-cards.

10.9.2 Only those library employees that are identified by the CEO will be eligible for
P-Cards.

10.10 Blanket Purchase Orders (BPO)

10.10.1 Blanket Purchase Orders may be used based upon the estimated annual
expenditure using the applicable bid mechanism. Blanket orders shall be issued
for a specified time period. The Library may participate in Blanket Orders
established by the City of Woodstock, subject to approval by the City.

10.10.2 When purchasing goods and service for amounts not exceeding $10,000, the
CEO or designate shall be authorized to select vendors not solely on the basis
of cost, but also on ability, quality or workmanship, service, availability, overall
performance and experience without first obtaining quotations.

11.0 Alternative Procurement Methods
11.1  Unsolicited Bid / Proposal

11.1.1 The Library shall not consider an unsolicited bid or proposal and/or
communication with respect to a potential unsolicited bid or proposal.

11.2  Negotiation

11.2.1 The CEO or designate may use negotiation as a procurement process of
deliverables for any contract when any of the following criteria apply:

a) The deliverables are deemed necessary by the CEO as a result of an
emergency acquisition which would not reasonably permit the use of any
other prescribed procurement process.

b) Due to abnormal market conditions with required deliverables in short
supply.

c) Where competition is precluded or severely restricted due to the existence
of any patent right, copyright, technical secret or control of raw materials.

d) Where only one submission is received, and it exceeds the amount
budgeted for the acquisition.

e) Where the lowest compliant bid exceeds the approved budget of the
deliverables and it is impracticable to re-bid.

f)  Where all submissions are received in a bid call and time deadlines make
it impractical to re-bid or all submissions are over budget.
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g) When no submissions are received in a bid call and time deadlines make it
impractical to re-bid.

h)  An attempt or attempts to acquire the required deliverable has been made
in good faith using a competitive procurement process which has been
unsuccessful in identifying a contractor, and it is not reasonable or
desirable that a further attempt to acquire the deliverables using a
procurement process be made other than negotiation with the highest
evaluated respondent to a RFP.

) If a negotiated settlement cannot be reached, the Library may proceed to
negotiate with the next highest evaluated respondent until a contractor is
selected.

) Where, for security or confidentiality reasons, it is in the best interest of the
Library.

k)  Where authorized by the Library Board to do so.

11.3 Emergency Purchase

11.3.1 Notwithstanding the provisions of this policy, an emergency acquisition shall be
made, without issuing a bid call document, and may include negotiation when
the Board Chair or CEO declare an emergency and the immediate acquisition of
deliverables is necessary to prevent or alleviate:

a) A serious delay in service delivery.

b) A threat to the health, safety or welfare of any person.
c) The disruption of essential services.

d) Damage to Library property.

11.3.2 For greater clarity, an emergency acquisition does not include a situation that
has arisen due to a failure to plan to allow sufficient time for a competitive
procurement process.

11.3.3 Subsequent to the conclusion of an emergency event, the CEO shall submit a
report to the Board explaining the actions taken and the reason(s).

11.4  Single Source Acquisition

11.4.1 A single source procurement process may be used, subject to the approval of
the CEOQ, if the deliverables are available from more than one source, but there
are valid and sufficient reasons for selecting one vendor in particular as follows:

a) An attempt to acquire the required deliverables by soliciting competitive
bids has been made in good faith but has failed to identify more than one
vendor.

b) The deliverable is acquired for testing or trial use.

c) The confidential or security-related nature of the requirement is such that it
would not be in the public interest to solicit competitive bids.

d) There is a need for standardization or compatibility with deliverable
previously acquired.
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e) Where necessary to maintain an existing warranty from a previous or
existing vendor.

f)  Where only one authorized dealer/reseller is offering the deliverables due
to franchise restrictions.

g) The deliverables are acquired under circumstances which are
exceptionally advantageous to the Library, such as in the case of a
bankruptcy or receivership.

h) Itis advantageous to the Library to acquire the deliverables from a vendor
pursuant to the procurement process conducted by another government
agency or library organization.

) It is advantageous to the Library to acquire the deliverables directly from
another public body.

)] Another organization is funding or substantially funding the acquisition and
has selected the vendor, and the terms and conditions of the commitment
into which the Library shall enter are acceptable to the Library.

k)  Where due to abnormal market conditions, the deliverables required are in
short supply.

11.4.2 Before the award of a contract using the above rationale, the designated library
employee shall perform due diligence by exploring price negotiation possibilities
with the selected vendor.

11.4.3 There must be sufficient justification provided to the CEO prior to awarding a
contract through a single source procurement process.

11.4.4 The award of Single Source contracts shall be in compliance with Schedule D.
11.5 Sole Source Acquisition

11.5.1 A sole source acquisition may be conducted for the purchase of deliverables
without the competitive procurement process, subject to the approval of the
CEO, when one or more of the following circumstances apply:

a) Competition is precluded due to the application of any Act or legislation or
because of the existence of patent rights, copyrights, license, technical
secrets or controls of raw materials.

b) One available vendor’s unique ability or capability to meet the requirements
of a bid call document.

c) Statutory or market-based monopoly; or

d) The complete deliverable is unique to one vendor and no alternative or
substitute exists.

11.5.2 The award of sole source contracts shall be in compliance with Schedule D.
11.6  Co-operative Procurement and Piggyback
11.6.1 The Library may participate in co-operative procurement with government

agencies, public authorities, public library consortiums or other public libraries,
where it is in the best interest of the Library to do so.
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11.6.2 The Library may also piggyback on government agencies or public authorities
contracts where it is in the best interest of the Library to do so. The Library may
also allow other government agencies or public authorities to piggyback on
contracts established by the Library.

11.6.3 If the Library decides to participate in a co-operative procurement or piggyback
contract, then the procurement policies and procedures of the government
agencies, public authorities or library consortium, will be followed.

11.6.4 Notwithstanding any other provision of this policy, an acquisition may be made
directly from a vendor, if the CEO determines that a government agency has
followed a competitive method for the acquisition of deliverables and the
following additional conditions exist:

a) The same deliverables shall be made available to the Library for the same
or better price than the Library could secure on its own;

b) The acquisition of deliverables by the Library is within the approved budget;
and

c) The vendor is not suspended or in litigation with the Library or City.

11.7 Non-Binding Request for Proposal

11.7.1 A non-binding request for proposal (RFP) may be used where, in the opinion of
the CEOQ, it is in the best interest of the Library.

11.7.2 Itis not the intent of the Library when issuing a non-binding RFP to create a
contract relationship with any vendor.

11.8 In-House Bids

11.8.1 The Library does not permit library employees to compete with external entities
for acquisitions opportunities.

11.9 Consulting and Professional Services

11.9.1 Consulting and professional services shall follow the prescribed procurement
process based on the estimated acquisition value as outlined in Schedule D.

12.0 Local Preference

12.1  The Library shall endeavor to achieve best value in its commercial transactions.
Therefore, the Library shall not practice local preference in awarding contracts.
This will allow the Library to comply with the Discriminatory Business Practices
Act, R.S.0. 1990, and all applicable international treaties.

13.0 Bid Administration
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13.1  Bid Closing and Opening

13.1.1 All bids expected to exceed $30,000 will be opened at a public opening with the
exception of Requests for Proposals, or when specifically requested by the
Board. The place and time of the opening will be specified in the bid documents
and will be attended by at least two Library staff members.

13.1.2 Bid documents must be submitted and received in the manner as specified in
the bid document.

13.1.3 A bidder who has already submitted a bid may submit a further bid at any time
up to the official closing time. The last bid received will supersede and invalidate
all previously received by that bidder.

13.1.4 A bidder my withdraw a submitted bid at any time up to the official closing time
by letter bearing their signature.

13.1.5 Actions in responses to bid irregularities are detailed in Schedule C — Bid
Irregularities.

13.2 Bid Deposits

13.2.1 Pursuant to the contract specifications, and as provided by provincial legislation,
bid deposits may be required and provided in one of the following formats:

a) A certified cheque, bank draft, or money order made payable to The
Woodstock Public Library.

b) Anirrevocable letter of credit naming the Library as beneficiary (where
applicable).

c) Bid bonds issued by a bonding agency licensed to operate in the Province
of Ontario naming the Library as the obliged.

13.2.2 The Library does not pay interest on any bid deposits.

13.2.3 The Library is authorized to cash and deposit any bid deposit in the Library’s
possession that is forfeited as a result of non-compliance with any of the terms,
conditions and/or specifications of a sealed bid.

13.3 Bonding Requirements

13.3.1 All bonds must be originals, signed and sealed. No faxes or photocopies will be
accepted.

13.3.2 According to the tender specifications, 50% performance, labour and material
bonds shall be required for contracts over $500,000. The form of the bond is
prescribed by legislation. Letter of credit are no longer permitted for contracts
that exceed this threshold.
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13.3.3

13.4

13.4.1

13.4.2

13.5

13.5.1

13.6

13.6.1

13.6.2

13.6.3

13.6.4

13.6.5

While nothing precludes the Library from requesting bonds for projects under
$500,000, the CEO may accept alternative security in the form of a certified
cheque or irrevocable letter of credit if stated as a requirement in the contract
document.

Advertising

Where effective in the opinion of the CEO, information regarding the bid
document shall be advertised in the local newspaper and/or applicable
publications necessary to comply with all existing statutory and regulatory
requirements.

Tenders must be advertised on the City’s bidding system unless the project is
sole sourced or vendor is prequalified.

Right to Reject or Re-Issue

Notwithstanding the provisions of this procedure, the Library shall have the right
to reject the lowest or any bid at its absolute discretion. The Library also
reserves that right to reissue the bid document in its original format or modified
as best suits the requirements of the Library.

Bid Review Panel

If a submission contains an irregularity, or if there is a challenge to the
procurement process, the issue shall be referred to the bid review panel to
determine whether the submission complies with the requirements set out in the
bid call document or to determine the validity of the challenge.

A bid review panel composed of, at a minimum, the following, will review the
bids:

a) CEO (or designate)
b) Manager
c) A Library Employee

The composition of the bid review panel may include other Library or City
employees as required depending on the nature of the deliverables being
acquired.

The bid review panel’s responsibilities include, but are not limited to, reviewing
and making recommendations on action to be taken related to:

a) Award of the most qualified bid.
b) Submission irregularities or other issues pertaining to a bid or proposal.
c) Bid challenges.

The bid review panel shall use Schedule C - Bid Irregularities, to determine the
action that shall be taken if a bid irregularity exists.
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13.6.6 If the bid review panel does not agree unanimously that the submission shall be
accepted or rejected, the matter will be forwarded to the Library’s Solicitor for an
opinion on recommended action.

13.7 Bid/ Proposal Irregularities

13.7.1 The CEO shall exercise judgement in determining compliant submissions and
consult with the bid review panel when a bid irregularity or proposal irregularity
occurs.

13.7.2 Schedule C - Bid Irregularities of this policy shall be used to determine the
action that shall be taken if a bid irregularity or proposal irregularity is deemed
to exist.

13.7.3 The descriptions in Schedule C — Bid Irregularities should not be considered to
be an exhaustive list of all possible irregularities for bids or proposals. The
CEOQO, after consultation with the bid review panel, may reject a submission
based on a bid or proposal irregularity not listed in the description that is
considered a material irregularity.

13.7.4 The CEO or designate shall notify bidders whose bids or proposals are rejected
due to an irregularity prior to any bid award.

13.8 Bid Debriefing

13.8.1 The purpose of debriefing is to explain to unsuccessful vendors why their
submission was not accepted, allowing them to improve their future
submissions and submit more competitive bids. A debriefing establishes and
maintains the Library’s reputation as a fair, honest and ethical entity, ensuring
that high quality vendors are encouraged to make future submissions.

13.8.2 Following the award of a contract, a debriefing will be provided upon request as
long as the request for a debriefing is made within fourteen (14) calendar days
following the award of contract being made public on the City’s electronic
bidding system.

13.8.3 Debriefing may be conducted via telephone, video conference, or in person.
13.9 Bid Dispute Resolution

13.9.1 In the event any vendor involved in a procurement process with the Library
presents a dispute in writing in regard to the procurement process made within
fourteen (14) calendar days following the award of contract being made public
on the City’s electronic bidding system, the following dispute resolution process
shall be followed:
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a) The vendor identifying the dispute shall be required to state the nature of
the dispute in writing, giving full details and history of the events leading to
the dispute claim, addressed to the CEO.

b) The award of any contract shall not be rescinded, nor will the progress of
any project be delayed by a request for dispute resolution unless
recommended by the CEO.

c) Upon receiving the dispute claim, a bid debriefing will take place with, at a
minimum, the CEO and up to two representatives of the vendor.

d) The CEO shall convene the bid debriefing between the parties within thirty
(30) calendar days of the receipt of the dispute claim. The meeting will be
structured to assist the vendor to both understand the procurement process
that occurred and to assist in improving their future bids to the Library.

13.10 Tied Bids Received

13.10.1 In the case of a tied bid between two bidders and where multiple awards are not
possible, a coin toss shall be conducted by the CEO.

13.10.2 In cases of tied bids between three or more bidders and where multiple awards
are not possible, the Library shall determine the contractor by a lottery draw.

14.0 Contingency Management

14.1  Contingency means an event or circumstance that gives rise to an increase in a
contract price, and which could not have been reasonably anticipated at the
time of contract award.

14.2  Where the acquisition cost of an award contract that required Board approval,
through a budget process or otherwise, is expected to exceed the approved
amount and approval of additional contingency funds are required:

a) The CEO may approve the overage so long as the amount of the
cumulative overages for the awarded contract is within the purchasing
authority of the position, is ten percent (10%) or less of the value of the
contract, and the project remains within the approved project budget.

b) The Library Board shall consider and may subsequently approve the
overage where the cumulative overage for the awarded contract is at or
exceeds fifteen percent (15%) of the value of the contract.

15.0 Scope Change

15.1 Scope change is any change to the scope of an awarded contract to
accommodate a need not originally provided for in the contract.

15.2 Where scope change is beneficial to the Library, and it is for deliverables similar
in nature to those under contract, approval shall be acquired as follows:

a) The CEO may approve the overage so long as the amount of the
cumulative overages for the contract is within the purchasing authority of
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the position, is ten percent (10%) or less of the value of the contract, and
the project remains within the approved project budget; and

b) The Board shall consider and may subsequently approve the overage
where the cumulative overage for the contract is at or exceeds ten percent
(10%) of the value of the contract. The Board may request a new
procurement process for any cumulative overages of the contract exceeding
fifteen percent (15%).

16.0 Insurance

16.1 Bid documents must clearly indicate insurance requirements to be provided by
the successful bid.

16.2 The standard insurance minimums unless otherwise specified in the bid
documents are as follows:

a) $2 million — commercial general liability policy.

b)  $2 million — owned automobile liability policy.

c) $2 million — homeowners (e.g., for rental of facilities).

d) $5 million — general liability and automobile liability policies.

e) Professional Errors & Omissions Liability (as applicable).

f)  Environmental impact liability (as applicable).

g) Builder's risk — 1.1 times the project cost which also applies to testing and
commissioning equipment.

16.3 The Library reserves the right to request such higher limits of insurance or other
types of policies appropriate to the Bid as the Library may reasonably require
from time to time.

17.0 WSIB Clearance Certificate

17.1 Clearance certificates for the Workplace Safety & Insurance Board (WSIB) must
be obtained for all contractors before work begins to verify that they are
registered with WSIB and have an account in good standing. Renewals shall be
received when the duration of the work exceeds beyond the expiry date of the
clearance certificate. Independent operators shall provide a letter from WSIB
confirming their status as an independent operator.

18.0 Retention of Documentation

18.1 Procurement documentation shall be retained as outlined in the City's Document
Retention By-law.

19.0 Disposal of Surplus Goods
19.1 The CEO and Managers may declare tangible assets and other goods surplus

and from time to time may dispose of any surplus goods not required by the
Library by any of the following:
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b)

c)
d)

f)

Offer to any department of the City of Woodstock.

Sale by auction or consignment.

Sealed bid.

Friends of the Woodstock Public Library.

Donate to charities, not-for-profit organizations, local community groups,
nursing homes, or service clubs.

Discard the item(s) taking reasonable efforts to recover any salvage value
of the item(s).

19.2 No library employee shall be allowed to purchase surplus goods from the Library.

19.3 In the event that the item does not sell by any of the means provided, the Library
may use an alternative method of disposal (e.g. disposal as scrap metal,
recycle.)

19.4 Library materials deselected from the collection will be made available to patrons
for purchase or given to the Friends of the Woodstock Public Library for their
fundraising efforts.

20.0 Review of Policy

20.1 The Board will review and update this policy as necessary once per term.

ATTACHMENTS

Schedule A — Definitions

Schedule B — Exceptions

Schedule C - Bid Irregularities

Schedule D — Thresholds

Schedule E — Purchasing Authorities

Schedule F — Emergency Acquisition Authorities
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Schedule A —Definitions
In this policy:

"Acquisition” or "Procurement” includes a purchase, rental, lease or conditional sale of
deliverables, but does not include:

a) Any form of assistance such as grants, loans, equity infusion, guarantees or
fiscal incentives.

b) Provision of deliverables to persons or other government organizations.

c) A revenue generating arrangement; or

d) Acquisition of real property.

"Acquisition Value" means the total financial commitment resulting from a procurement
process, including all expenses related to fully executing all available renewals and
contract extension options available in the contract in Canadian currency, exclusive of
taxes.

“Asset” means tangible or intangible property, other than real property, movable
property subject to ownership, with exchange value.

“Authority” or “Authorized” means the legal right to conduct the tasks outlined in this
policy as directed by the Library Board and delegated to the Library CEO and Staff.

“Authorized acquisitions” are those that have prior approval of Library Board either
through resolution or through the Library’s budget.

“Award or Acceptance” means the notification to a bidder of acceptance of a bid, which
brings a contract into existence.

“Best Interest” means the discretion the Library has to take the most advantageous
action on behalf of the Library.

“Best Value” means that an acquisition represents the optimal balance of high quality
and financial terms; and might not be lowest cost.

“Bid” or “Bids” means an offer or submission received in response to a call for bids and
includes a proposal.

“Bidder” means any legal entity that submits a bid in response to a call for bids and may
include “proponent” or “respondent”.

“Bid Call Document” means the Library’s bid document which may be in the form
of request for quotation (RFQ) (including quick bid), request for proposal (RFP),
or request for tender (RFT).

“Bid Dispute Resolution” means a provision in the procurement procedures which
outlines procedures to ensure that a protest to a bid is handled in an ethical, fair,
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reasonable and timely fashion.

“Bid Irregularity” means a deviation between the requirements (terms, conditions,
specifications, special instructions) of a bid call and the information provided in a
submission. Schedule C -Bid Irregularities of this Policy establishes the action
that shall be taken.

“Bid Review Panel” means employees of the Library, appointed pursuant to this
policy to review bid irregularities, proposal irregularities or other issues pertaining
to a Bid including, a bid protest, in accordance with the Library’s procurement
policies and procedures and may include Library solicitor.

“Bidding System” means the City of Woodstock’s online web-based electronic
solution for issuing bids, and/or receiving online submissions and posting bid
results.

“Blanket Purchase Order” (BPO) means a method for placing orders which will
require multiple payments over a period of time. Examples of BPO'’s are standing
orders, maintenance/service contracts and open orders.

“Chief Executive Officer (CEO)” means the individual occupying the office of
Chief Executive Officer of The Woodstock Public Library, also referred to herein
as CEO, or such successor office as the case may be.

“City” means the Corporation of the City of Woodstock.

"Competitive Procurement” means a procurement process followed in order to
provide an equal opportunity to multiple vendors, whether by invitation or by
advertisement to the public, to bid on a contract as set out in a bid call document.

“Conflict of Interest” means a real or seeming incompatibility between one’s
private interests and one’s public or fiduciary duties in which a personisin a
position to derive personal benefit from actions or decisions made in their official
capacity.

“Construction” means a construction, reconstruction, demolition, repair or
renovation of a building, structure or other civil engineering or architectural work
and includes site preparation, excavation, drilling, soil investigation, seismic
investigation, the supply of products and materials and the supply of equipment
and machinery if they are included in and incidental to the construction, and the
installation and repair of fixtures of a building, structure or other civil engineering
or architectural work, but does not include professional services related to the
construction contract unless they are included in the procurement;

"Consultant"” means an entity, an individual, a partnership or a corporation that
possesses unique qualifications that allow them to perform specialized consulting
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and professional services as advisors usually for a fee to the Library and includes

" 13

a “contractor”, “supplier”, and “vendor”.

“Consulting and Professional Services” means those services requiring the skills
of a professional for a specialized service. This includes but is not limited to the
services of architects, engineers, designers, surveyors, planners, accountants,
auditors, management professionals, marketing professionals, software and
information technology experts, financial consultants, lawyers, law firms, real
estate agents and brokers, environmental planners and engineers,
hydrogeologists, transportation planners and engineers, communications
consultants and any other consulting and professional services which may be
required by the Library.

“Contingency” means an event or circumstance that gives rise to an increase in a
contract price and which could not have been reasonably anticipated at the time
of contract award.

“Contract” means any form of voluntary binding agreement (including a purchase
order) between two or more competent parties, arising from an offer and
acceptance, creating an obligation to perform a service, provide a product or
commit an act in return for financial consideration.

“Contractor” means the selected bidder that has a contract with the Library to
perform the deliverables described in a bid call document. For clarity, for this

" 13

policy only, “contractor” includes “consultant”, “supplier” and “vendor”.
“Co-operative Procurement” means;

a) the action taken when two or more entities combine their requirements to obtain
advantages of volume acquisitions including administrative savings and other
benefits; or

b) a variety of arrangements whereby two or more public procurement entities
purchase from the same vendor(s) using a single bid call document. Co-
operative procurement efforts may result in a contract that other entities may
piggyback onto.

“Debriefing” means a practice used primarily during the request for proposal
process, whereby Library Staff will meet in person or by telephone with those
parties requesting a debriefing, whose submissions were not deemed
appropriate for award. It is viewed as a learning process for respondents who
may gain a better understanding regarding perceived deficiencies contained
within their submission.

“Deliverables” means goods, services and construction.
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"Dispose” means the sale, exchange, recycle, destruction, trade, transfer or gift
of goods owned by the Library which are surplus to its needs and "disposal" and
"disposed” shall have similar meanings.

“Electronic Bidding” means a method of issuing bid call documents and/or
receiving bids where the process of issuing and/or receiving bids by Internet is
considered appropriate.

“Emergency” means an event or circumstance where the immediate acquisition
of deliverables is necessary to prevent or alleviate:

a) serious delay in service delivery

b) a threat to the health, safety or welfare of any person

c) the disruption of essential services

d) damage to public property, and includes, but is not limited to, an
emergency declared under the Emergency Management and Civil
Protection Act.

“Goods” means anything acquired other than services or real property.

“Lease” means a financial arrangement whereby equipment or municipal capital
facilities are provided to the Library by a third party in exchange for a series of
payments.

“Library” means The Woodstock Public Library, located at 445 Hunter Street,
Woodstock, Ontario, Canada.

“Litigation” means any formal dispute between the Library and any other party,
including third party and cross claims, where a legal proceeding has been
commenced for an injunction, a mandatory order, a declaration, or the recovery
of money, or an arbitration proceeding.

“Low Value Purchase” (LVP) means the acquisition of deliverables having an
estimated acquisition value as stated in Schedule D -Thresholds of this Policy
(including non-refundable HST).

“Negotiation” means a bargaining process between two or more parties seeking
to reach a mutually satisfactory agreement on, or settlement of, a matter of
common concern. It can be used as part of a procurement process.

“No Cost Procurement” means an acquisition by the Library does not bear any
cost (expense or capital expenditure). This usually is a result of a cost pass-
through from a third party for a particular project.
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"Non-Competitive Procurement” means an acquisition made directly from one
vendor, and may include a situation where negotiations take place with more
than one vendor prior to the acquisition, but does not include a situation where
negotiations have been specifically permitted and provided for and take place
pursuant to the terms set out in a request issued pursuant to a competitive
procurement.

"Non-Profit Organization"” means any corporation incorporated as a not-for-profit
corporation under the Canada Not-for-profit Corporations Act, the Ontario
Corporations Act, or any successor legislation.

“Non-refundable HST” means the percentage of the Harmonized Sales Tax
(HST) that the Library is required to pay on the acquisition of deliverables.

“P-Card” means Purchase card.

“P-Card Policy” means the policy governing the administration of the P-Card
program by the City of Woodstock.

“Personal Property” means any movable thing or intangible item of value that is
capable of being owned by a person and not recognized as real property.

“Piggyback” means a form of intergovernmental or interlibrary co-operative
procurement process in which the Library shall be extended the pricing and
terms of a contract established by another entity. Generally, one entity will
competitively award a contract that will include language allowing other entities to
utilize the contract, which may be to their advantage in terms of pricing, thereby
gaining economies of scale that they normally would not receive if they competed
on their own. The Library may participate with other government agencies or
public libraries in a co-operative procurement process where it is in their best
interest to do so. The Library may have a piggyback clause in bid call
documents, which permits the Library to extend the pricing, terms and conditions
of a contract to other public libraries, upon approval of the contractor.

"Policy" means this policy, as amended.

“Price Agreement” means a contract between the Library and a vendor resulting
from a bid call document, under which the vendor agrees to provide deliverables
as and when needed by the Library, at a pre-determined price, for a pre-
determined period of time, upon pre-determined terms and conditions.

“Procurement” means the process of acquiring deliverables from an external
source, often using a defined method. The most appropriate method is used to
ensure the Library receives deliverables at the best total acquisition value.
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"Procurement Procedures" means the procedures developed by the Library CEO
for the implementation of this policy.

"Procurement Process" means the method by which an acquisition is made,
including competitive and non-competitive procurement.

"Proponent” means the legal entity that submits a bid in response to a bid call
document and may include bidder or respondent;

"Proposal" means a submission received in response to a request for proposal
(RFP).

“Proposal Irregularity” means a deviation between the requirements (terms,
conditions, specifications, special instructions) of a bid call document and the
information provided in a proposal submission. Schedule C - Bid Irregularities of
this Policy establishes the action that shall be taken.

“Purchase” means the acquisition of deliverables by purchase, rental, lease or
trade.

“Purchase Card” means a payment method whereby employees of the Library
are empowered to deal directly with vendors for low value acquisitions, using a
credit card issued by a bank or major credit card provider. Generally, a pre-
established credit limit is established for each card issued. The card may
facilitate on-line ordering from pre-approved vendors under contract.

"Purchase Order" means the document issued by the Library to a contractor that
sets out, or references other contract documents that set out, the terms and
conditions applicable to the supply of deliverables by a contractor, including, at
minimum, the acquisition value. It is also authorizes the contractor to ship and
charge for the deliverables specified on the order.

“Purchasing Authority” means the authority assigned to a Library employee to
incur expenditures, including advance and progress payments on behalf of the
Library.

“Quick Bid” (QB) means a bid call document used to solicit bids for the
acquisition of deliverables of low dollar value, estimated to be up to the amount
stated in Schedule D -Thresholds of this Policy (including non-refundable HST),
from one or more vendors. It is a request to vendors, which is evaluated with the
objective of accepting the lowest-priced quotation.

“Quotation” means an offer received in response to a request for quotation.

“Real Property” means land, land and buildings, things growing upon or affixed
thereto, improvements to such land, and all rights and interests therein.
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"Request for Expressions of Interest" (ROEI) means a document that is used to
determine the interest of the market place to provide deliverables that the Library
is contemplating acquiring.

“Request for Information” (RFI) means a non-binding written request used for the
purpose of compiling the available market information and capabilities of various
vendors in providing deliverables to the Library in order to make informed
acquisition decisions and may be followed by a subsequent request for tender or
request for proposal.

“Request for Pre-Qualifications” (RFPQ) means a request for the submission of
information from potential bidders, including the experience, financial strength,
education, background and personnel of firms or corporations who want to
gualify to be able to compete to provide deliverables to the Library. An RFPQ is
typically used as the first stage in a two-stage procurement process in order to
short-list the most qualified vendors.

"Request for Proposal” (RFP) means a bid call document issued to obtain
proposals where a need is identified, but how it will be achieved is unknown at
the outset, which allows respondents to propose solutions or methods to arrive at
the desired result, and which may allow for consecutive or concurrent
negotiations to be conducted with respondents on any of the contract terms
including, but not limited to, the specifications and/or prices pursuant to a
procurement process that is detailed in the request for proposal.

"Request for Quotation" (RFQ) means a written bid call document that is issued
either by invitation or through an advertisement to vendors for the purpose of
selecting one or more vendor(s)to provide deliverables and may include quick bid
request for quotation (QBRFQ).

"Request for Tender" (RFT) means a bid call document issued seeking
submissions to obtain deliverables whenever the requirements can be precisely
defined and the expectation is that the lowest bid meeting the requirements
specified in the bid call document, would be accepted, subject to any other
provisions of the contract documents and this policy.

“Requisitioner” means the library employee that has been assigned the
responsibility for the acquisition of deliverables and the management of the
resulting contract with a contractor by the CEO.

“Respondent” means the legal entity that submits a bid in response to a bid call,
and may include bidder or proponent;

“Sale” means the act of selling Library property that is no longer needed by the
Library and is designated for disposal outside the organization.
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“Scope” means the full extent of the deliverables to be provided by a contractor,
as set out in the contract, including the term of the contract.

“Scope Change” means any change to the scope of a contract to accommodate
a need not originally provided for in the contract and which may include the
acquisition of additional deliverables or the extension of the term of the contract
and which may require an adjustment to the contract price.

"Services" includes all consulting and professional services, all services in
relation to real property or personal property including, without limiting the
foregoing, the delivery, installation, construction, maintenance, repair,
restoration, demolition or removal of personal property and real property and all
other services of any nature and kind save and except only services to be
delivered by an employee of the Library.

"Single Source Acquisition" means a non-competitive procurement process that
Is not a low value purchase from a specific vendor even though there may be
more than one vendor capable of providing the same deliverables, but the
acquisition is directed to one source because of standardization, warranty, or
other such factors.

"Sole Source Acquisition" means a non-competitive procurement process that is
not al ow value purchase where a situation created due to the inability to obtain
competition. This may be because of one available vendor possessing the
unique ability or capability to meet the requirements of the bid call document.

"Specifications" means the precise requirements or characteristics of the
deliverables to be acquired.

"Submission” means a response received from a bidder to bid call or other form
of request for deliverables.

"Supplier" means an entity, an individual, a partnership or a corporation that is
capable of providing desired deliverables to the Library and including but not

limited to a “consultant”, “contractor” and “vendor”.

“Surplus Asset” means a Library asset that has served its useful life and is no
longer required for the purpose for which it was originally obtained.

“Term Contract” means a price agreement in which a source of supply is
established for a specified period of time for specified deliverables, usually
characterized by an estimated or definite minimum quantity, with the possibility of
additional requirements beyond the minimum, all at a predetermined unit price.

Woodstock Public Library — Purchasing and Disposal Policy Page 27



"Tender" means a written detailed offer from a vendor, received in response to a
request for tender, to supply deliverables where there are clearly defined criteria
or specifications.

“Tied Bid” means two or more bids from bidders that are equal in all respects
after evaluation, including price for deliverables and sale of personal property.

“Total Cost” means acquisition value.

“Unsolicited Bid/ Proposal” means a bid or proposal received by the Library from
a vendor(s)who has approached the Library with a bid or proposal in response to
a perceived need that was not requested through a standard procurement
process.

"Vendor" means an entity, an individual, a partnership or a corporation that is
capable of providing desired deliverables to the Library including but not limited
to a “consultant” “contractor” and “supplier”.

“Working Day” means Monday through Friday, excluding any recognized
statutory holiday, public holiday or civic holiday.

"WSIB" means the Workplace Safety and Insurance Board.

To establish the definition of any other procurement terms not herein included,
reference may be made to the latest edition of the Institute for Public
Procurement (NIGP) Public Procurement Dictionary of Terms and/or, the
Government of Canada Supply Manual Glossary.
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Schedule B — Exemptions to this Policy

This policy does not apply to the acquisition of the following deliverables, subject to
such expenditures being approved by the appropriate staff and being within the annual
approved budget:

=

The supply goods or services of which is controlled by a statutory monopoly.

Work to be performed on property under the provisions of a lease, warranty or
guarantee held in respect of the property or the original work.

Goods acquired on a commodity market.
The following goods and services including but not limited:

a) Conferences, conventions, courses, workshops and seminars.

b) Newspapers, magazines, books, digital resources, subscriptions, and
periodicals.

c) Memberships in professional and vocational associations.

d) Facilitators and program hosts.

e) Computer software (online or otherwise) and network support.

f) Staff education and professional training.

5. Services provided by the following licensed professionals:

a) Legal Fees

b) Fees from licensed health care practitioners and related services.
c) Fees from human resources services.

d) Auditor Fees

6. Goods and services related to cultural or artistic fields, such as:

a) Events supporting local non-profit organizations.

b) Entertainment providers, Entertainers/Artists for theatre or special events.
c) Original works of art.

d) A contract to be awarded to the winner of a design contest.

7. The following special services:

a) Author Readings

b) Performers at Library programs and events.
c) Honorariums

d) Per Diems

e) Committee Fees

f) Expert withesses

g) Arbitrators

h) Appraisers
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8. Library General Expense, such as:

a) Refundable employee expenses (advances, accommodation, meal
allowances, travel, miscellaneous)

b) Payroll deduction remittances

c) Workers Safety Insurance Board payments

d) Health benefits

e) Insurance premiums

f) Damage claims

g) Legal settlements

h) Arbitration awards

i) Petty cash replenishment

J) Charges to and from other government bodies.

k) Board approved grants, donations or sponsorships programs which may
include asset naming rights.

[) Refunds (such as property tax refunds, building permit refunds and refunds
for cancelled services, programs or events).

m) Licensing fees (regular license fees for vehicles, firearms, elevators,
communications, software, etc.) required to maintain existing products and
systems originally obtained in accordance with the policy

n) Utility bills (such as water and sewer, hydro, natural gas, telecommunications,
internet, and cable television).

9. Goods or services where one hundred percent (100%) of the total cost is being
paid or reimbursed by a third party.
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Schedule C - Bid Irregularities

All bid and proposals irregularities shall be forwarded to the bid review panel for review,

consideration, and determination.

For the purposes of this policy, the following actions shall be taken regarding bid and
proposals irregularities, as defined in this policy, excluding proposal irregularities.

Event

Action

=

Late submission

Automatic rejection.

2. | Submission provided on other
than the bid form

Automatic rejection.

3. | Submission completed and/or

signed in an erasable medium.

Automatic rejection.

4. | Submission not legible

Rejected, unless in the opinion of the bid
review panel, the illegibility is not pricing, is
considered to be immaterial, and can be
remedied by the respondent within five (5)
working days of notification.

5. | Submission not signed

Rejected, unless upon the request of the bid

review panel, the respondent can remedy the
bid irregularity within two (2) working days of
notification.

6. | Incomplete submission

Rejected, unless:

a. lItis stated in the bid call document that
partial submissions are acceptable, and
the submission is complete in respect of
the portion of the scope of work or
deliverable(s) bid upon; or

b. In the opinion of the bid review panel, the
omission is administrative in nature, and
upon request by the Library, remedied by
the respondent within two (2) working
days. Incomplete pricing shall not be
considered administrative in nature and
the submission shall be rejected.

7. | Alladdendum(s) not
acknowledged in the
submission.

Automatic rejection, unless:

a. the relevant addendum issued is solely
for the purpose of revising a closing date
and/or time and the submission is
received in accordance with the revised
closing date and/or time; or

b. In the opinion of the bid review panel, the
omission is of an administrative in nature
and is, upon request by the Library,
remedied by the respondent, within two
(2) working days of natification.
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8. | Submission by a respondent Automatic rejection.
who is in unresolved litigation
with the Library or City.

9. | Alterations, additions, deletions | Automatic rejection, unless, in the opinion of
or qualifying statements the bid review panel, such variation is
(referred to as a “variation”) considered to be immaterial to the Library.
made to or provided with the
bid form.

10. | Mathematical errors which are | Rejected unless, upon request of the Library,
not consistent with the unit the respondent shall accept and initial
price or tax calculations. corrections made by the Library within two (2)

working days of notification.

11. | Insufficient bid security. Rejected, unless, in the opinion of bid review
panel, the insufficiency in the bid deposit is
trivial or insignificant. Upon request by the
Library, five (5) working days shall be given to
the respondent to remedy.

12. | Respondent did not submit an | Automatic rejection.

undertaking to provide a bond.

13. | Respondent did not attend a Automatic rejection.
mandatory site meeting.

14. | Other bid or proposal Referred to the bid review panel for review,
irregularities. consideration, and determination. Upon

request of the Library, the respondent may be
given five (5) working days to correct such bid
irregularity.

Where, at the request of the Library, a respondent has been given a period of time to
correct a proposal irregularity, and the respondent fails to make the correction within
that time period, then the respondent shall be deemed to be in default, and the
submission shall be rejected by the bid review panel.
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Schedule D — Thresholds

Estimated Acquisition
Value (Dollar) Threshold
including non-
refundable HST

Procurement Method

Form of
Commitment

Threshold for Low Value Purchases (LVP)

Up to $5,000

Low Value Purchase (LVP)

P-Card

$5,001 to $10,000

Low Value Purchase (LVP)

P-Card or
Purchase Order

Threshold for Bid Call Process

$10,001 to $30,000

INFORMAL: Quick Bid Request
for Quotation (QBRFQ) 3 written
guotes

Purchase Order

FORMAL: Request for Tender
(RFT), Request for Quotation

Purchase Order

$30,001 to $100,000 (RFQ), or Request for Proposal

(RFP)

FORMAL: Request for Tender

(RFT) or Request for Proposal Purchase Order
$100,000+ (REP) via the City’s Bidding

System.

Sole or Single Source Purchases
Up to $5,000 As per policy. P-Card
. P-Card or

$5,001 to $10,000 As per policy. Purchase Order
$10,001 to $100,000+ As per policy. Purchase Order

Schedule E - Purchasing Authorities

Estimated Acquisition Value
(Dollar) Threshold including HST

Requested By

Authorized By

Up to $5,000 Manager CEO
$5,001 to $50,000 CEO Board Chair
Greater than $50,000 CEO Library Board

Schedule F - Emergency Acquisition Authorities

Estimated Acquisition Value
(Dollar) Threshold including HST

Requested By

Authorized By

Up to $50,000

CEO

Board Chair

Greater than $50,000

CEO

Library Board
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WOODSTOCK PUBLIC LIBRARY
STATEMENT OF REVENUE AND EXPENDITURES
DECEMBER 2021 - DRAFT #1

REVENUES

1000-63076-0000 Service Ontario Funding
1000-63082-0000 Province of Ontario
1000-63090-0000 Community Employment Centre
1000-69701-0000 Donations

1000-69702-0000 Photocopying

1000-69703-0000 Fines, Fees

1000-69704-0000 Record/Book Sales
1000-69705-0000 Gift Shop Sales
1000-69706-0000 Interest Earned
1000-69707-0000 Non-resident fee
1000-69708-0000 Miscellaneous
1000-69709-0000 Programmes

1000-69710-0000 Room Rental

1000-69715-0000 Ontario-Pay Equity
1000-69717-0000 Lost/Damaged Items
1000-69718-0000 Prior Year Surplus
1000-69720-0000 Transfer from Dev Charges
1000-69721-0000 Library - Grants - Miscellaneous

1000-69723-0000 Tfr from Consultants Services Reserve

1000-69724-0000 Tir from Automation Reserve
1000-69725-0000 Revenue Wireless HotSpot
Levy

TOTAL REVENUES

EXPENDITURES

1000-83610-0101 Salaries & Wages, Regular
1000-83610-0102 Salaries & Wages, Overtime
1000-83610-0103 Salaries & Wages, Part Time
1000-83610-0104 Salaries & Wages, Shift Premium
1000-83610-0105 Vacation Pay
1000-83610-0108 Lieu Pay

1000-83610-0121 Other Wages
1000-83610-0150 O.M.E.R.S.

1000-83610-0151 C.P.P.

1000-83610-0152 E.I.

1000-83610-0154 Employers Health Tax
1000-83610-0158 Insurance, EHC, LTD
1000-83610-0171 Workers' Compensation Insurance
1000-83610-0172 Travel & Mileage
1000-83610-0198 Pay in Lieu of Benefits
1000-83610-0300 Materials/Repairs/Maintenance
1000-83610-0301 Audit Fees

1000-83610-0306 Union Negotiation
1000-83610-0308 Repairs & Mtce. - Buildings
1000-83610-0309 Caretaking Supplies
1000-83610-0310 New Equipment
1000-83610-0311 Equipment Repairs & Service
1000-83610-0312 Printing & Office Supplies
1000-83610-0313 Subscriptions & Memberships
1000-83610-0314 Postage and Express
1000-83610-0315 Advertising
1000-83610-0318 Board Development
1000-83610-0321 Cost of Photocopying
1000-83610-0322 Unallocated Visa
1000-83610-0331 Staff Development
1000-83610-0350 Telephone

1000-83610-0351 Electricity

1000-83610-0352 Heat

1000-83610-0353 Water

1000-83610-0370 Software & Liscensing
1000-83610-0383 Consultant Services
1000-83610-0393 Purchased Services
1000-83610-0399 Miscellaneous
1000-83610-0429 Computer Maintenance & Supplies
1000-83610-0613 Library Materials
1000-83610-0620 Professional Aids
1000-83610-0621 Periodicals

1000-83610-0625 Covers and Repairs
1000-83610-0626 Cataloguing/Processing
1000-83610-0627 Programmes
1000-83610-0634 Standing Orders
1000-83610-0635 Inter-Library Loans
1000-83610-0363 Carnegie Centary Programs
1000-83610-0723 Prov. For Consulting Reserve
1000-83610-0728 Prov. For Automation Reserve
1000-83610-0783 Prov. For Salaries

TOTAL EXPENDITURES

2021 PREVIOUS YEAR TO BALANCE TO %
BUDGET PERIOD YTD DEC DATE BE RAISED RAISED
$ - - = - - #DIV/0!
$  54,860.00 54,860.00 - 54,860.00 - 100.00%
$ - - - - - #DIV/0!
$  16,000.00 1,844.73 310.70 2,155.43 13,844.57 13.47%
$ 3,500.00 898.50 191.90 1,090.40 2,409.60 31.15%
$  10,000.00 2,093.25 24.00 2,117.25 7,882.75 21.17%
$ - - - - #DIV/0!
$ 500.00 137.50 39.50 177.00 323.00 35.40%
$ 1,000.00 224.07 33.37 257.44 742.56 25.74%
$ 5,000.00 5,070.00 1,005.00 6,075.00 (1,075.00) 121.50%
$ 1,000.00 1,960.05 0.01 1,960.06 (960.06) 196.01%
$ - - - - #DIV/0!
$ - 7,601.34 - 7,601.34 (7,601.34)  #DIV/0!
$ 5,310.00 5,308.00 - 5,308.00 2.00 99.96%
$ 3,000.00 2,169.75 432.34 2,602.09 397.91 86.74%
$ - - - - - #DIV/0!
$  63,280.00 - 63,280.00 63,280.00 - 100.00%
500.00 - 500.00 (500.00) #DIV/0!
$ 105,000.00 - = - 105,000.00 0.00%
$  56,800.00 - = - 56,800.00 0.00%
$ - - = - - #DIV/0!
$ 2,588,410.00 - 2,588,410.00 2,588,410.00 - 100.00%
$2,913,660.00 $ 82,667.19 $ 2,653,726.82 $ 2,736,394.01 | $ 177,265.99 93.92%
PREVIOUS YEAR TO BALANCE TO %
BUDGET PERIOD YTD DEC DATE BE SPENT SPENT
$ 1,009,490.00 $ 880,297.68 $ 106,929.92 $ 987,227.60|$  22,262.40 97.79%
$ 1,590.00 164.25 109.50 273.75 1,316.25 17.22%
$ 641,820.00 415,860.16 71,355.20 487,215.36 154,604.64 75.91%
$  11,120.00 6,697.00 1,000.01 7,697.01 3,422.99 69.22%
$  90,000.00 48,043.89 13,869.48 61,913.37 28,086.63 68.79%
$ 2,400.00 - = - 2,400.00 0.00%
$ - - - - - #DIV/0!
$ 138,450.00 116,362.61 13,680.13 130,042.74 8,407.26 93.93%
$  75,830.00 62,366.05 4,074.87 66,440.92 9,389.08 87.62%
$  28,660.00 24,837.04 1,840.53 26,677.57 1,982.43 93.08%
$  34,790.00 28,084.38 3,635.68 31,720.06 3,069.94 91.18%
$ 111,750.00 126,652.37 (10.20) 126,642.17 (14,892.17) 113.33%
$ 4,330.00 3,960.78 443.28 4,404.06 (74.06) 101.71%
$ 2,500.00 - 65.97 65.97 2,434.03 2.64%
$  26,960.00 18,869.98 3,520.95 22,390.93 4,569.07 83.05%
$ 1,500.00 - = - 1,500.00 0.00%
$ 1,500.00 - 1,500.00 1,500.00 - 100.00%
$  50,000.00 - = - 50,000.00 0.00%
$  38,000.00 25,162.69 1,462.09 26,624.78 11,375.22 70.07%
$ 8,500.00 7,614.16 542.34 8,156.50 343.50 95.96%
$ 5,500.00 532.17 3,905.69 4,437.86 1,062.14 80.69%
$ 4,000.00 164.38 = 164.38 3,835.62 4.11%
$  10,000.00 5,241.50 1,400.78 6,642.28 3,357.72 66.42%
$ 3,000.00 1,941.38 - 1,941.38 1,058.62 64.71%
$ 4,500.00 1,224.03 727.63 1,951.66 2,548.34 43.37%
$  21,450.00 14,831.31 110.00 14,941.31 6,508.69 69.66%
$ 2,000.00 929.05 = 929.05 1,070.95 46.45%
$ 6,500.00 3,528.15 465.31 3,993.46 2,506.54 61.44%
- 494.94 494.94 (494.94)  #DIV/0!
$  10,000.00 4,224.19 1,228.27 5,452.46 4,547.54 54.52%
$ 8,000.00 5,952.88 1,144.58 7,097.46 902.54 88.72%
$  38,000.00 17,556.24 4,826.61 22,382.85 15,617.15 58.90%
$  12,500.00 7,849.99 681.70 8,531.69 3,968.31 68.25%
$ 2,500.00 1,307.79 262.61 1,570.40 929.60 62.82%
$  64,110.00 53,802.47 14,705.79 68,508.26 (4,398.26) 106.86%
$  55,000.00 15,524.16 2,801.46 18,325.62 36,674.38 33.32%
$ 3,000.00 171.27 12.80 184.07 2,815.93 6.14%
$ 1,000.00 20.29 = 20.29 979.71 2.03%
$  70,000.00 35,214.40 42,641.52 77,855.92 (7,855.92) 111.22%
$  233,090.00 175,992.60 35,772.65 211,765.25 21,324.75 90.85%
$ 1,000.00 - = - 1,000.00 0.00%
$  10,500.00 5,044.94 (27.43) 5,017.51 5,482.49 47.79%
$  14,820.00 1,056.86 841.76 1,898.62 12,921.38 12.81%
$  35,000.00 29,186.26 3,555.96 32,742.22 2,257.78 93.55%
$ 4,000.00 3,124.42 627.88 3,752.30 247.70 93.81%
$  10,000.00 10,956.43 390.10 11,346.53 (1,346.53) 113.47%
$ 5,000.00 1,818.38 246.89 2,065.27 2,934.73 41.31%
$ - - = - - #DIV/0!
$ - - - - - #DIV/0!
$ - - = - - #DIV/0!
$ - - - - - #DIV/0!
$ 2,913,660.00 $ 2,162,168.58 $ 340,837.25 $ 2,503,005.83|$ 410,654.17 85.91%




WOODSTOCK PUBLICLIBRARY
SUMMARY OF TRUST ACCOUNT - # 0180-53012-0000
DECEMBER 2021 - DRAFT #1

Balance - December 1, 2021 ($2,079,501.39)
Add: Revenue $2,653,726.82
Less: Expenses ($120,377.70)

Payroll ($220,459.55)
Balance - December 31, 2021 $233,388.18

Levy to be applied

Levy Adjusted Balance $233,388.18

SUMMARY OF JESSIE MCDOUGALL
TRUST FUND - # 0180-53014-0000
Year to Date

DECEMBER 2021 - DRAFT #1

Balance - December 1, 2021 $12,619.68

Add: Bank Interest $8.57

Balance - December 31, 2021 $12,628.25
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Subject: The Use of Blue Lights in Public Washrooms to Deter
Intravenous Drug Use

Action: For Review and Approval
Prepared by: David I. Harvie

Meeting of: March 8, 2022

Recommendation

That the Woodstock Public Library Board supports harm reduction training and use of
naloxone by Library staff as a first aid treatment for suspected opioid overdoses on
Library property.

That the Woodstock Public Library should consult and partner with the Southwestern
Public Health Unit in an effort to train staff and devise methods to make the Library a
safe place for all.

That the installation of blue lights in the Library’s public washrooms as a deterrent to
intravenous drug use is not recommended.

Background

The Library Board Chair passed along information to the Library CEO concerning the
installation of blue lights in public washrooms as a deterrent to the use of intravenous
(IV) drug use. This report reviews the nature and extent of the perceived “drug problem
at the Library”, IV drug use and overdoses in our local health unit area, a literature
search of studies on the use of blue lights, discussions with harm reduction experts at
the local health unit, other public libraries and local businesses, and the estimated cost
of retrofitting blue light hardware in the Library’s three public washrooms.

Suspected Use of IV Drugs in the Library’s Public Washrooms

A review of Library incident reports during the past 5 years (2017-2021) was conducted
to identify occurrences of IV drug use in the Library’s washrooms. During this period
there were 169 incident reports completed by staff that documented occurrences at the
Library dealing with unusual events and patron code of behaviour violations. These
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reports detail such things as patron falls, disruptive behaviour, misbehaving teens,
attempts to steal library materials, disrespectful language to staff, verbal altercations
between patrons, banned patrons, patron illness, fire alarms, incidents involving the
washrooms, and suspected drug use (cannabis and IV drugs) in the building. During the
last 5 years there were 22 reported drug-related incidents, which included the discovery
of hypodermic needles on Library property, the discovery of drug paraphernalia,
suspected drug use, and unresponsive patrons. There were 31 incidents involving the
use of public washrooms, including odd patron behaviour, homeless patrons, smoking,
illness, and unresponsive patrons. There were 15 incidents involving drug use in the
washrooms, of which 6 were unresponsive patrons suspected of overdosing.

Year Number of Suspected Overdoses in Library Washrooms
2017 1

2018
2019
2020
2021
Total

DR OW|F

It's important to note that due to COVID-19 restrictions, the building has been closed to
the public, and that public washrooms have not been fully available during the past 2
years. While there was an increase in incidents in 2019 over the previous yeatr, it's
impossible to determine whether this trend will increase in 2022 based on this
information. The 6 incidents over the past five years shows that the Library doesn’t
have a drug problem, and has seen relatively few cases of IV drug use resulting in
overdoses in its public washrooms.

Community Statistics on Opioid Drug Use

The Southwestern Public Health Unit tracks the number of suspected opioid drug
overdoses in its area of responsibility as reported by the Oxford County Paramedic
Service and Hospital Emergency Departments. Unfortunately, these numbers are not
location specific, so it's impossible to focus in on the use of opioids in Woodstock.
Nevertheless, the statistics can provide some overall trends in our community and how
it might impact the Library. These numbers are available at:
https://www.swpublichealth.ca/en/reports-and-statistics/opioid-monitoring.aspx

Southwestern Public Health Unit Statistics
on Suspected Opioid Overdoses 2018 -2022

Year Oxford County Paramedic Emergency Department
Services Visits

2018 30 -

2019 28 186

2020 25 200

2021 169 256

Total 252 642
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The statistics show that while numbers were consistent between 2018 and 2020, the
number dramatically increased in 2021 by a factor of 4 as reported by Oxford County
EMS. The number of Emergency Room visits remains consistent with a 28% increase in
2021. This would indicate a growing problem with opioid drug use in our area. Increased
opioid overdose in the general community points to a potential increase in IV drug use
in the Library’s washrooms.

Analysis
The following conclusions can be made through an analysis of the statistics:

- Opioid use in our community will continue and most likely increase in 2022.

- The Library doesn’t have a “drug problem” in its public washrooms when
compared to the wider community or other libraries.

- The Library can expect an increase in the number of overdose incidents in its
washrooms in 2022, based on trends in the community.

- None of the reported incidents concerning drug use in the Library washrooms
involved identifiable homeless patrons.

Discussion
How should the Library respond to this growing problem?

While there have been 6 cases of opioid drug overdoses at the Library over the past five
years, with the possibility of an increase in the future, the occurrences of overdoses
impacts the image of the Library as a safe place. Nor should the emotional and
psychological impact on staff dealing with overdoses be ignored.

Consultations on Use of Blue Lighting in Public Washrooms

Some restaurants, bars and night clubs use blue lighting in their public washrooms as a
deterrent against the use of intravenous drug use. The blue lights make it difficult for
users to see veins into which to inject themselves.

A local Tim Horton’s location recently installed blue lights in its washrooms in
September, 2021. The owner was contacted and interviewed about the impact of the
lights. The owner reported that the restaurant was making frequent daily calls to the
Police concerning drug use in the washrooms. Drug deals were taking place in the
parking lot, followed by drug use in the washrooms. Drug paraphernalia was being
found in the washrooms and posed a health and safety hazard to both customers and
staff. The owner reports since the installation of the blue lights, incidents have dropped
off significantly, and there have been less “undesirables” hanging around the restaurant.
While issues still remain, it was estimated that “about 85%” of the problem was resolved
with the installation of blue lights in the washrooms. Normal lights are left in place for
cleaning, and staff can quickly turn on the blue lights if they suspect IV drug use by
customers. Incidentally, many customers see the blue lights as a sanitizing measure to
combat COVID-19 rather than a drug prevention method.
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Presently no City facilities are using blue lighting in public washrooms. While there have
been some discussions in the Parks and Recreation Department about drug use
deterrents, these have mainly focused on Museum Square, rather than other
recreational facilities. Ms. Reta Horan, Supervisor of Parks, noted that since the
installation of needle disposal boxes in public washrooms, there has been a decrease in
the discovery hypodermic needles.

A telephone discussion and email exchange were held with Ms. Jesse Roberts, a
consultant at the Ontario Library Service, concerning her experience as a staff member
at Thunder Bay Public Library with patron IV drug use in their public washrooms. Blue
lights were in use between 2010 to 2014 to reduce injection drug use in the library.
Despite the use of blue lights, the behavior continued and “often resulted in bodily fluid
cleanups by library staff, increased calls to emergency services, and put those
individuals using the library space at a greater risk of harm”, she noted. “Eventually,
blue lights were deemed ineffective and were replaced with stronger efforts towards
staff development, public awareness and advocacy, installation of needle disposal bins,
and library development to best serve and meet the needs of those individuals, partially
in partnership with external social services.”

A telephone conversation and email exchanges were held with Ms. Lisa Gillespie, a
Southwestern Public Health nurse and harm reduction expert. Ms. Gillespie deals with
the local 1V drug users in our community and has provided training to Library staff in the
past. She was unaware of the use of blue lights in washrooms and stated that the
Health Unit did not have a position on the matter. While the Health Unit doesn’t keep
statistics specifically on IV drug use or overdoses in Woodstock, it collects data on a
health unit regional basis (Oxford County, Elgin and St. Thomas combined), rather than
location specific. This data is available on the Southwestern Public Health Unit’s
website. At present, there are no plans for a supervised 1V drug consumption centre in
Woodstock.

Literature Search

A literature search was conducted on the harm reduction impact of blue lights in public
washrooms.

The two major studies on research in this area of research are the Crabtree Study
entitled “A qualitative study of the perceived effects of blue lights in washrooms on
people who use injection drugs” (2013) and the Parkin & Coomber study “Fluorescent
blue lights, injecting drug use and related health risk in public conveniences: findings
from a qualitative study of micro-injecting environments.” (2010).

The Crabtree Study interviewed 18 people in two Canadian cities who currently or
previously used injection drugs to better understand their perceptions of the rationale
for, and consequences of, blue lights in public washrooms. Participants described a
preference for private places to use injection drugs, but explained that the need for an
immediate solution would often override other considerations. While public washrooms
were in many cases not preferred, their accessibility and relative privacy appeared to
make them reasonable compromises in situations involving urgent injecting. Participants
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understood the aim of blue lights to deter drug use. The majority had attempted to inject
in a blue-lit washroom. While there was general agreement that blue lights do make
injecting more difficult, a small number of participants were entirely undeterred by them,
and half would use a blue-lit washroom if they needed somewhere to inject urgently.
The study concluded that blue lights were unlikely to deter injection drug use in public
washrooms, and increase drug use-related harms, such as physical damage to view the
surrounding tissue.

The Parkin & Coomber Study presents findings related to IV drug users’ experiences
and opinions of public washrooms illuminated with fluorescent blue lights, and presents
an empirical assessment of the deterrent effects of such installations. Their analysis of
the data collected revealed that blue lights deterred less than half the 31 participants
interviewed. Furthermore, it found that over half of the study participants were prepared
to inject in blue light environments. Of this group, 11 respondents were completely
undeterred, and 7 individuals were only partially deterred.

Drawing from these two studies the BC Centre for Disease Control issued a position
statement concerning the use of blue lights in public washrooms. The paper states that
blue lights are unlikely to prevent IV drug use in public washrooms, increase risks
associated with drug use by promoting unsafe practices such as deep vein injecting,
and damage to surrounding tissues or accidental injection into arteries. Users may have
trouble measuring and monitoring the amount they are injecting, thereby increasing
overdose risks. The paper points out that the poor visibility increases the risk of blood
borne virus transmission, as it's harder to see and clean up any blood or bodily fluids.
The use of blue lights in public washrooms may also result in driving drug use out into
public places including nearby stairwells, alleys and parks. This would affect
perceptions around public safety, and compounds the shame and stigma around drug
use. It was also noted that the blue lights compromise health and safety for all
washroom users as they reduce visibility, increase risks of trips and falls, and make it
harder to see and clean up hazardous waste. The paper recommends that businesses
and other organizations with concerns about drug use in their washrooms are
encouraged to connect with their local harm reduction coordinator for support in
implementing best practice strategies.

Estimate on the Cost to Install Blue Light Fixatures in the Library’s Public
Washrooms

A local sales representative from a manufacturer of electrical fixtures made an onsite
visit to the Library to view the washrooms on February 15t. (Note: This was the same
sales representative who worked with the local Tim Horton’s in the installation of their
blue lights). A total of 7 Nova 2x2 recessed or surface-mounted fixtures were
recommended for the three washrooms. The sales representative passed on the
specifications to a local electrical company to provide the Library with a cost quotation.

An electrician made an onsite visit on February 23 to review the layout of the
washrooms in order to provide a cost estimate. The quotation for the work is $8,077.00
+ HST.
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Ontario Mandating Naloxone Kits in High-Risk Workplaces

On March 1%, the Ontario government announced the introduction of the Working for
Workers Act, 2022 that will require workplaces that are at risk of a worker overdose to
have naloxone kits. The proposed legislation also required training to ensure workers
are familiar with how to administer naloxone and that the Ontario Health and Safety Act
(OHSA) would not limit or prohibit the use of naloxone to clients, customers or anyone
else in an emergency.

Conclusions

The opioid epidemic is a community-wide problem that will continue to grow and impact
the Library. The research into the use of blue lights as a harm reduction have shown
that they are not a deterrent to IV drug use and can create collateral problems. As a
public institution, the Library has a higher responsibility of care, and should attempt to
avoid causing further harm. As such, the use of blue lights in the Library’s public
washrooms is not recommended.
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Canadian Library Community Expresses Support for Ukraine
March 2, 2022

The Canadian library community adds its voice to the global outpouring of support for
the people of Ukraine. Over 1.3 million Canadians have Ukrainian roots, and many
within the Canadian library community have friends and family members sfill living in the
region. We are deeply concerned.

As library groups across the world have stated, we believe the current unprovoked and
brutal military assault by Russia threatens the safety and fundamental rights and
freedoms of the Ukrainian people, and places its institutions, heritage and culture at
grave risk of destruction. Recognizing the rich cultural heritage and tradition of Ukraine,
we join with others in reminding the Russian Federation that they are signatories to the
1954 Hague Convention on the Protection of Cultural Property in the Event of Armed
Conflict.

We are concerned for the security and well-being of our professional colleagues. We
know from the Ukrainian Library Association’s message to the International Federation
of Library Associations and Institutions (IFLA) that “...Where it is possible, libraries contfinue
to provide their services to users, including online services. Libraries are working in
cyberspace against disinformation. Libraries are holding classes in emergency medical
assistance. Hostels, care units for displaced persons are accommodated in libraries.”
Librarians, archivists, and information professionals must be able to confinue to provide
their wide-ranging services in safety and free from coercion or threat.

We draw attention to other statements of solidarity that have been issued across the
global library community, including those from |FLA, EBLIDA/NOBLE/Public Libraries2030,
the United Kingdom, Denmark, Norway, and Latvia.

We applaud our Ukrainian colleagues’ dedication to the vital roles that libraries,
archives, and digital media play in ensuring information access, countering
misinformation, providing social supports, and protecting intellectual freedom.

We stand by to assist in any way we can.


https://en.unesco.org/protecting-heritage/convention-and-protocols/1954-convention
https://en.unesco.org/protecting-heritage/convention-and-protocols/1954-convention
https://www.infodocket.com/2022/02/27/society-of-american-archivists-saa-and-ica-international-council-on-archives-issue-statements-of-solidarity-with-ukrainian-archives-and-archivists/
https://www.ifla.org/news/ifla-statement-on-ukraine/
http://www.eblida.org/news/the-russian-federation-barbaric-attack-against-ukraine.html
https://www.cilip.org.uk/news/597028/Statement-of-solidarity-with-librarians-archivists-and-information-professionals-in-Ukraine.htm
https://www.db.dk/artikel/libraries-can-help-ukraine-fight-truth
https://www.facebook.com/norskbibliotekforening/posts/5074212492640530
http://www.bibliotekari.lv/?p=10390
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2021 Year in Review

WPL successfully continued to provide library services to the
community during the COVID-19 pandemic in accordance
with provincial health restrictions and guidelines.
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2021 Year in Review

Curb-side Service->
Browse Borrow & Go! ->
Curb-side Service ->
Browse Borrow & Go!
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2021 Year in Review

1,538,700 million library uses

245,939 items borrowed

86,704 visits
5
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2021 Year in Review

749,000 electronic visits

366,940 social media engagements

13,548 program attendance
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2021 Year in Review

25% increase in the use of digital items in
2020.

34% decline in the use of digital items in
2021.

“Screen Fatigue”
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2021 Year in Review — Activity Highlights

. Diversity and Inclusion Policy & Action Plan.

. Service Delivery Plan

. Catalogue migration to OLC union database.
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2021 Year in Review — Activity Highlights
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2021 Year in Review — Activity Highlights

. Overdue Fine Free

. Installation of new VOIP telephones and

migration to Microsoft Office 365 with City
IT.
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2021 Year in Review — Activity Highlights

. Introduced new digital services.

[Flipster
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2022 Budget Request

12

2022-03-04

12



2022-03-04

2022 LIBRARY BUDGET St
ASSUMPTIONS %@Hl@.lﬂ} :
Assumptions

Based on past experience, the
Library can expect the following:
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e A continued gradual reduction of
pandemic restrictions.

* More possible closures of the building
and a return to curb-side service.

e Areductionin revenues
(photocopying, room rentals,
donations).
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* A slow recovery of the publishing and
printing industry.
* Areturntoa “new normal”in library
services by mid-year.
e A pent-up demand for in-person
library service and programs.
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The Library Board approved a status quo
budget with a staffing request for 2022 given
the ongoing uncertainties surrounding the
COVID-19 pandemic.
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Three main drivers in the 2022 Library Budget
are:

e COVID-19 Related Costs
* Collective Bargaining
e Upgraded Staffing Request — PT to FT librarian.

17
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DRIVING FACTORS

COVID-19 Related Costs & Savings

* Purchase of Personal Protective Equipment for
Staff, cleaning supplies, HVAC filters, etc.

* Savings on travel and attendance at conferences,
and programming supplies costs, etc.
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Collective Bargaining

The Library began collective bargaining in late 2021
and has yet to reach an agreement. City HR is
negotiating on behalf of the Library Board.

Once a settlement has been reached, the Library
Board will request permission from City Council to
access library reserves.
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Upgraded Librarian Position
* Conversion of a part-time librarian position into a
full-time position ($30,000).

20
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Retention of Librarians

* Loss of 6 part-time librarians to full-time positions
at other public libraries occurred in 2021.

e 58 hours to recruit and train a new librarian at an
estimated cost of $3,000 each ($18,000).

e Vacancies caused reduced service levels in 2021.
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Total 2022 Expenditures: $2,881,900

Total 2022 Revenues: $242,950

Total 2022 Net Expenditures: $2,638,950
1.95% increase ($50,540) over 2021
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e Return to normalized library services in
a post-COVID-19 world.
* Complete outstanding approved capital
projects.
* Complete computer upgrades.
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e Carry out the diversity and inclusion
action plan.

* Achieve a collective agreement with
the Library Union.

e Continue with the Pay Equity Review.
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Prepare a legacy document for the
next Library Board.
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Questions?
Thank You

Ken Whiteford, Board Chair
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David Harvie, CEO — dharvie@mywpl.ca
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