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Accessibility Policy

The Portage la Prairie Regional Library is committed to adhering to the Accessibility for
Manitobans Act and its accessibility standards. This policy is intended to make sure the
programs and services offered by the Library are consistent with the principles of
independence, dignity, and equality of opportunity for people with disabilities. Any Library
policies that do not respect and promote these principles will be modified or removed.
The Library will work to communicate with people disabled by barriers in the following ways
that take into account the nature of the barrier:
• Easy to read fonts and plain language
• Paper and pen available at the front desk and computer stations
• Alternate formats of publications to be available upon request
Patrons of the Library may use their personal assistive devices when accessing programs
and services. In the event these devices present significant and unavoidable health or safety
concerns, other measures will be used to ensure the person with a disability can access the
Library’s programs and services.
Patrons who require the presence of a service animal will be allowed to bring the animal
with them while accessing the library. However, the service animal must be readily
identifiable as such, and the service animal must be able to be easily controlled or
restrained in order to prevent potential harm to other library patrons. Library staff and
management reserve the right to question patrons in the instance they bring an animal into
the Library that is not readily identifiable as a service animal.
The Library will work to ensure the library facility poses as few barriers as possible for
library patrons. However, the Library cannot guarantee full accessibility in the facility. In the
event a patron with a disability requires assistance navigating or using the facility, a staff
member will work to provide reasonable assistance for the patron as soon as possible.
In the event of a planned or unexpected disruption of services or facilities for patrons
disabled by barriers, the Portage la Prairie Regional Library will promptly post notices and,
when possible, announce the disruption. A clearly posted notice or announcement will
include information about the reason for the disruption, its anticipated length of time, and a
description of alternative facilities or services, if available.
The Portage la Prairie Regional Library welcomes feedback on how we provide accessible
programs and services for patrons. This feedback will help us identify barriers for patrons,
and will allow us to appropriately respond to concerns posed. Concerns may be presented in
writing, by phone, or in person, to the Head Librarian.
The Portage la Prairie Regional Library will provide accessibility service training to all staff,
when available.
Adopted: April 17, 2019
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Advertising Policy
The Portage la Prairie Regional Library provides space for individuals, groups, and
organizations to promote and advertise themselves. Due to space constraints, the library
may limit the amount of advertising that is allowed at the library.
Priority advertising will be given in the following order:
• Items concerning public health and safety provided by recognized organizations and
authorities (e.g. RCMP Missing person posters)
• Items of community concern provided by recognized organizations and authorities (e.g.
City/RM of Portage la Prairie announcements)
• Non-profit and community organizations hosting free programs/services (e.g. Herman
Prior Centre list of seniors’ programming)
• Non-profit and community organizations hosting paid programs/services (e.g.
organizational fundraiser)
• Individuals seeking the public’s assistance for a personal need that is reasonable and fair
to advertise for (e.g. missing dog poster)
• Individuals offering free programs/services (e.g. free music lessons)
• For-profit groups and organizations hosting free programs/services (e.g. financial
workshops, free seminars)
• Individuals hosting community events (e.g. yard sale)
Advertisements will be removed after the final date listed or after an appropriate amount of
time has passed since the advertisement was posted.
For-profit groups and organizations will only be permitted to advertise if they are advertising
for a program/event that is occurring in space rented in or by the Library. Individuals selling
materials on commission through the library may be allowed to advertise at the discretion of
the Director.
No individual/group/organization will use the Portage la Prairie Regional Library’s image,
address, contact information, or any staff likenesses, to advertise without receiving written
consent by library management. The library does not endorse or condone programs/events
advertised, or the individual/group/organization(s) who are represented.
Revised: June 9, 2021
Adopted: August 8, 2019
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Background Check and Investigation Policy
The Portage la Prairie Regional Library Board believes it to be in the best interest of staff,
volunteers, and patrons to implement this Policy in order to protect those working in and
utilizing the library building and services.

Definitions
Applicant refers to a person applying to be an employee or volunteer of the Portage la
Prairie Regional Library.

Background check refers to a Criminal Record Check, Vulnerable Sector Check, and/or a
Child Abuse Registry check.

Background Check
1. An applicant will not be required to provide a Criminal Record Check before a job offer
has been made.
2. Before the successful applicant can begin, they must provide the results of applicable
background check(s) conducted by the appropriate law enforcement agency.
3. An individual may still be accepted for a particular position even though a positive result
has been returned.

Criminal Investigations
Employees and Volunteers must inform the Director if they are under investigation for or
charged with a criminal offense.

Child Abuse Registry Policy
Any person found guilty of child abuse or placed on the Child Abuse Registry will not be
accepted to work at the Portage la Prairie Regional Library. Any employee or volunteer of
the Portage la Prairie Regional Library currently under investigation or found guilty of child
abuse will be dealt with as deemed appropriate up to and including dismissal.

Employee
• If a child abuse registry check is required for a position, it will be clearly stated in the job
posting.
• A child abuse registry check can be requested by library management at a future date if it
is deemed necessary.

Volunteer
• Volunteers involved may not require screening if their involvement is on a one time or a
limited basis, and is in a controlled/supervised environment directly supervised by a
screened library staff member.
• Those who will be routinely working with children will be required to present a child
abuse registry check before beginning.
Approved: December 16, 2021
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Block Loan Policy
Resident
• Block memberships to the Portage la Prairie Regional Library are available for
organizations, schools, and government certified home-school teachers who reside or
own property within the boundaries of the City of Portage la Prairie or the Rural
Municipality of Portage la Prairie.
• Resident memberships are valid for five years from date of issuance.
• Address checks will be performed yearly.

Non-Resident
• Block memberships are available to organizations, schools, and government certified
home school teachers who teach or reside outside the boundaries of the City of
Portage la Prairie and Rural Municipality of Portage la Prairie.
• Non-resident memberships are valid for one year from date of issuance.

Conditions
• A Block Loan membership must be signed by the person in authority for the
organization or by the borrowing teacher. The signer is responsible for the payment
of all fines and the cost of lost or damaged items.
• One library card will be issued per block membership. It is the responsibility of the
signer to ensure that only authorized personnel use the membership.
• A maximum of 60 books/magazines plus 10 DVDs, 10 CDAs and 10 kits may be
borrowed in a block loan.
o It is the responsibility of the signer to ensure any applicable performance or
viewing licenses are obtained.
• All items and memberships follow the loan periods, renewal criteria, and fees outlined
in the Portage la Prairie Regional Library Membership Policy and Borrowing Policy.
•

Borrowers are responsible for the selection and transportation of all block loan
materials.
Revised: June 9, 2021
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Borrowing Policy
Library Card
• Each membership will be issued a library card.
• A membership is required to borrow library materials.
• A replacement charge of $5.00 will be levied for lost or damaged library cards. A card
that has been stolen or lost due to extreme circumstances may be replaced free of
charge at the discretion of the Director.

Borrowing Charges
A charge of $1.00/item is placed upon all DVDs at time of borrowing.

Items Allowed
Library members may have up to 30 physical items checked out at a time per account.
Item limits are:
• 6 magazines
• 5 DVDs
• 5 CDAs
• 5 Kits

Loan Periods
Books, CDAs, DVDs, Kits, Magazines: 21 days
New or recently acquired DVDs and Magazines: 7 days

Renewals
• Items on loan may be renewed for one additional loan period.
• If a library item is still required after the renewed loan period, the item may be
borrowed again if the item is brought back to the library in person and no reserve
request has been made of the item.
• Items held on reserve cannot be renewed.

Reserves
• Items in the library collection can be placed on reserve.
• The patron will be contacted when the item is on reserve for them.
• Item(s) will be held for 2 working days.
• Patrons may request an additional holding time for their on-reserve items.
• Failure to pick up reserved items will result in a $0.50 fee.
• A reserve may be cancelled without penalty prior to the pickup deadline.
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Inter-Library Loan (ILL) Requests
• May be made for items not in the local collection.
• When the item(s) arrive at the library, they will be placed on reserve.
• The patron will be contacted 3 times before an uncollected item is returned to its
home library.
• Any borrowing charges or fines levied by the lending library, including return postage
for out of province items, will be borne by the patron.
• ILL fees for items not collected will be charged to the patron’s account.
• Failure to cancel an ILL request before it arrives will result in a $2 charge to the
patron’s account, in addition to any fees charged by the lending library.
• Fines for lost or damaged ILLs are set by the lending library.
• ILL privileges may be suspended if the borrower does not adhere to the loan terms
set by Portage la Prairie Regional Library and the lending library.

Overdue Fines
• Charges are levied only on the days the library is open. Fines will be waived if the
library suffers an unplanned closure on the day an item is due.
• All Adult and Young Adult items in the library collection will be fined at a rate of 25
cents/day.
• All Junior and Primary materials (books, DVDs, CDAs, kits, magazines) are exempt
from overdue fines.
• Fines can be reduced or waived for unusual or serious circumstances at the discretion
of the Director.

Lost / Damaged Items
If borrowed item(s) are lost while signed out by the patron, the patron may be responsible
for reimbursing the library for the value of the item(s) at the time of purchase.
It may not be possible to replace an item with an identical one. Replacement of the item will
be left to the discretion of the Director, in keeping with the Collection Development Policy.

Suspension of Privileges
Borrowing privileges may be suspended:
• If an item becomes 4 weeks overdue
o Library staff will make at least 3 attempts to inform patrons of overdue items in
this 4 week period.
o Overdue fines will not exceed the value of the item(s) at the time of purchase.
• Unpaid fines over $6 accumulate
• Repeated incidences of items being lost or damaged
o In addition to late fees, patrons will be charged the value of the item(s) at time of
purchase.
• At the discretion of the Director
6

A notice is mailed to the patron or their parent/guardian to inform them that their borrowing
privileges are about to be suspended and the reason why.
Borrowing privileges can be reinstated if item(s) are returned in the condition they were
borrowed in within 3 months of the final notice
Revised: February 16, 2022
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Collection Development Policy
Responsibility
The Director is responsible for overseeing the selection of materials, following this policy. The
Director encourages input from community members and library staff.
The library recognizes its obligation to provide a balanced collection that is responsive to the
needs of the local community and surrounding area. In selecting materials, the Director will seek
to satisfy the recreational, cultural, informational, and educational needs of the community.

Selection Criteria
All selections, both purchases and donations, will be considered for inclusion into the library
collection in terms of:
• merit, contemporary significance, intended audience and usefulness,
• the interests and needs of individuals in the community,
• being of value as source material for information, recreation and education,
• representation of diverse points of view,
• suitable format for library use,
• suitable subject and format for the intended audience,
• purchase price and other budgetary considerations, as well as physical space allowances,
• relation to other materials and existing areas of coverage in order to maintain a wellbalanced collection,
Collection items do not have to meet all selection criteria to be acceptable. Recommendations
from the public are welcome and may be purchased on the basis of meeting other selection
criteria. The presence of a book, periodical or other material, regardless of its format, in the library
does not indicate an endorsement of its content.

Censorship
The Portage la Prairie Regional Library Board, as the governing board, does not interpret its
function or that of its administrators to be the supervisor of public morals. It believes in freedom
of the individual and the rights and obligations of parents to develop, interpret and enforce their
own code of acceptable conduct and choice of reading materials upon their own household.
There is a possibility that an item, or items, may be regarded by some as unpleasant or offensive,
or in political opposition to local beliefs. If the public library is to fulfil its obligation to its
community, it must include materials of varied points of view, even those which may be regarded
by some as controversial. The library will, as far as possible, collect materials on all sides of
controversial issues, including representation of unpopular or unorthodox positions without
censorship or bias, providing the materials give evidence of a sincere desire to be factual.

8

Objections to Library Materials
Unless an item is officially prohibited from entering the province it cannot be legally withdrawn
from the library shelves. If an individual objects very strongly to a particular item they will have
the right to make an official complaint. All objections will be considered carefully after the patron
completes a Request for Reconsideration of Library Materials form provided by the library
(appended to this policy).
Requests for reconsideration will be dealt with on an individual basis. No material will be removed
from the shelf without the approval of a majority vote of the Portage la Prairie Regional Library
Board.
Each request for reconsideration will be dealt with in the following manner:
• The Director will ensure the patron is informed of the review procedure.
• The patron will complete a Request for Reconsideration of Library Materials form.
• Completed forms along with a copy of the work will be passed on to the Director who will
review the material and pass it on with comments to the Board.
• All requests for reconsideration will go to the Portage la Prairie Regional Library Board for
review.
• Portage la Prairie Regional Library will inform the patron, by letter, of the review outcome
(decision to retain or remove a book from the collection).
• The decision of the Board of Trustees is final.

Maintenance, Deselection and Disposal of Materials
The Director shall be responsible for ensuring that the collection is current, in good condition, and
appropriate. Materials that do not meet these standards, or are unused for a period of more than
five years, or are duplicates, may be removed from the collection. The library will attempt to make
all reasonable repairs or replacements of library materials that are vital and useful to the
collection.
Withdrawn library materials should be disposed of at frequent intervals so that they do not
accumulate beyond a reasonable quantity. Materials belonging to the library may, at the Director’s
discretion, be placed into the library’s book sale. Materials which are not so disposed of shall be
recycled, or disposed of permanently.

Revised: May 5, 2021

9

Credit Card Policy
When required, goods and services may be paid by credit card.

Library Credit Card
Issued in the name of the library to be used by the Director or his/her designate.

Personal Credit Cards
May be used with the authorization of the Director.

Revised: May 5, 2021
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Donation Policy
The Portage la Prairie Regional Library is a community organization that gratefully accepts
donations by members of our community. These donations can come in various forms, including
monetary or gifts in-kind. The most common type of gifts in-kind are material and equipment.
Gifts of services do not qualify for a charitable tax receipt.
All donations made to the Portage la Prairie Regional Library will be accepted at the discretion of
the Director and/or the library Board. For additional information about making donations to the
Library, please ask for the “Gifts and Donations to the Portage la Prairie Regional Library” form
that is at the front counter in the facility.

Monetary Donations
The Portage la Prairie Regional Library is a registered charitable organization, and is able to
issue charitable tax receipts for monetary donations $20 and over. All monetary donations
under $20 will be considered gifts to the library, and a charitable tax receipt will not be issued.

Gifts in Kind
Portage la Prairie Regional Library will gratefully accept gifts-in-kind if it is useful and needed; in
good condition; can be readily sold or utilized in an approved project. Any individual or
organization seeking to make an in-kind donation to the library are asked to contact the Director
first, in order to determine if the donation is appropriate to be accepted by the library.
For gifts-in-kind under $1,000:
• An original bill of sale can be used to prove the value of the item.
• The bill of sale is to be provided by the donor.
For gifts-in-kind over $1,000:
• An independent appraiser must determine the value of the item.
• The cost associated with an appraiser is the responsibility of the donor.
Donors cannot self-appraise their gift.

Material Donations
The Portage la Prairie Regional Library will accept donations of library materials from individuals
and organizations for consideration on the condition that the library has the right to use the
donations in the manner it deems in the best interest of the library as a whole. Therefore,
donations may be (a) kept by the library, (b) sold in our book sale or turned over to
organizations holding book sales, or (c) discarded. Donations should be recently published, in
good condition, and not duplicate materials already in the collection. Tax receipts are not issued
for donations of materials.
Materials that are accepted as donations include:
• Reference works that are less than two years old,
• Children’s and Adult fiction that is less than five years old and in good condition
• Non-fiction that is less than five years old, contains current and relevant information and
is in good condition,
11

• Current DVDs and audio CDs if they are in their original cases and have copyright
statements that allow for use under normal circumstances,
• Magazine subscriptions.
Materials not accepted as donations include:
• Encyclopaedias, textbooks or Reader’s Digest Condensed Books,
• Dated information (old travel guides, medical and science books),
• Materials in poor condition (torn, stained, musty, yellow pages),
• Old magazines or loose issues of a magazine,
• VHS, cassette tapes, computer software applications,
• Consumables (e.g. workbooks),
• Smaller than 13 cm (standard book pocket size) Board Books excluded,
• Materials that cannot be shelved (e.g. ephemera, toys),
• Materials that contravene copyright law,
• Other - as determined by the Director

Equipment Donations
The Portage la Prairie Regional Library accepts equipment to be used at or by the library. As per
the Canadian Income Tax Act, a charitable tax receipt may be issued for the donation of
equipment. The individual or organization donating the equipment must provide appropriate
documentation stating the value of the item at the time the item is intended to be donated to
the library. Otherwise, the donation will be considered a gift to the library and a charitable tax
receipt will not be issued. The library also claims all right of ownership for equipment once they
are in the library’s possession.
Any individual or organization seeking to donate equipment to the library are asked to contact
the Director first, in order to determine if the equipment is appropriate to be accepted by the
library.
Updated: May 5, 2021
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Harassment Prevention Policy
The Portage la Prairie Regional Library Board is committed to an abuse-free work
environment, characterized by tolerance and respect. Every worker is entitled to work free
from harassment. Any act of violence or harassment committed by or against any member
of our workplace or member of the public is unacceptable conduct that will not be tolerated.
A breach of this policy may result in disciplinary action.
The purpose of this policy is to ensure that:
• Individuals understand that harassment is considered a serious offence and will not be
tolerated;
• Those subjected to acts of harassment have access to assistance in order to pursue a
complaint; and
• Those subjected to or aware of workplace harassment are advised of available recourse.
The Portage la Prairie Regional Library Board is committed to:
• Ensuring, as far as is reasonably practicable, that no worker is subjected to harassment in
the workplace;
• Investigating reports of harassment in an objective and timely manner;
• Taking corrective action respecting any person who subjects a worker to harassment; and
• Providing support for complainants.
Any person who believes they have been subjected to workplace violence or harassment
has the right to access assistance in communicating their objections and, if warranted, in
pursuing the complaint more formally. Assistance many be requested from the Assistant
Director, Director, or Board. Any person subjected to harassment has the right to address
their concerns to local law enforcement or the Manitoba Human Rights Commission at any
time.

Scope
This policy applies to all employees and volunteers who work with or for the Portage la
Prairie Regional Library and those individuals who use the Library including members of the
public, contractors, vendors, and delivery persons.

Definitions
Discriminatory Harassment
The Manitoba Human Rights code defines discriminatory harassment as “engaging in a
course of vexatious comment or conduct against an employee in a workplace that is known
or reasonably ought to be known to be unwelcome”. Discriminatory Harassment includes,
for the purposes of this policy, one or more of a series of unwanted, unsolicited actions,
behaviours, remarks or communications in any form directed toward an individual
employee, volunteer, or group, which are related to the following prohibited grounds as
outlined in the Manitoba Human Rights Code:
• ancestry, including race and colour;
• nationality;
• ethnic origin;
13

•
•
•
•
•
•
•
•
•

religion;
age;
sex, including pregnancy and gender identity;
gender-determined characteristics;
sexual orientation;
marital or family status;
source of income;
political belief; and
physical or mental disability.

Additionally, the Code prohibits discrimination that is based on other group stereotypes,
rather than on individual merit. For example, previous criminal record or disadvantaged
social condition.

Examples of discriminatory harassment include, but are not limited to:
• Unwelcome remarks, gestures, jokes, innuendoes, propositions or taunting about a
person’s age, body, personal appearance, gender or sexual orientation;
• Offensive comments, jokes or behaviour that disparage or ridicule a person’s
membership in one or more of the protected grounds;
• Imitating a person’s accent, speech or mannerism;
• Persistent or inappropriate questions about whether a person is pregnant, has children
or plans to have children;
• Displaying racist, derogatory, sexually offensive or other offensive pictures or material;
• Distributing racist, derogatory, or sexually explicit email messages or attachments
such as pictures or video files;
• Sexual harassment such as unwelcome remarks or jokes about a person’s body, attire,
sex, sexual orientation, gender identity or expression; leering (suggestive staring);
unnecessary physical contact; sexual solicitation or advance; or reprisal or threat of
reprisal for the rejection of a sexual solicitation or advance;
• Refusing to work or co-operate with an employee because of their ethnic origin, creed,
sexual orientation or any other prohibited ground.

Workplace Harassment
The Manitoba Workplace Safety and Health Regulations define workplace harassment as:
Objectionable conduct that creates a risk to the health of a worker; or severe conduct
that adversely affects a worker's psychological or physical well-being. Harassment is also
considered objectionable if it is based on race, creed, religion or colour; sex, sexual
orientation or gender-determined characteristics; marital status, family status or source of
income; political belief, political association or political activity; disability, physical size or
weight, or age; and nationality, ancestry or place of origin.
For the purposes of this policy this may include one or more of a series of unwanted,
unsolicited actions, behaviours, remarks or communications in any form directed toward an
individual employee or group and does not violate any of the prohibited grounds as outlined
14

in the Manitoba Human Rights Code. An isolated or adverse comment does not constitute
harassment.

Workplace Sexual Harassment
Engaging in a course of vexatious comment or conduct against a worker in a workplace
because of sex, sexual orientation, gender identity, or gender expression, where the course
of comment or conduct is known or ought reasonably to be known to be unwelcome, or
making a sexual solicitation or advance where the person making the solicitation or advance
is in a position to confer, grant, or deny benefit or advancement to the worker and the
person knows or ought reasonably to know that the solicitation or advance is unwelcome.

Workplace Bullying
Any behaviour that intimidates, humiliates or demeans a person and does not violate any of
the prohibited grounds as outlined in the Manitoba Human Rights Code. Bullying behaviour
can range from blatant to quite subtle.

Examples of workplace harassment and bullying include, but are not limited to:
•
•
•
•
•
•
•
•
•
•
•

On-going condescending comments;
Intimidation or coercion;
Physically abusive or aggressive behaviour such as pushing, hitting, finger pointing;
Spreading malicious rumours, gossip or innuendoes;
Verbally abusive behaviour such as yelling, insults and name calling;
Excluding or isolating someone socially;
Sabotaging or deliberately impeding a person’s work;
Intruding on a person’s privacy by pestering, spying or talking;
Making jokes, comments or innuendoes that are ‘obviously offensive’ by spoken word
or email;
Persistent, excessive and unjustified criticism and constant scrutiny by a supervisor;
A supervisor undermining the victim’s efforts by setting impossible goals and
deadlines.

Poisoned Work Environment
Occurs when an activity or behaviour is not necessarily directed at anyone in particular, but
creates a hostile or offensive workplace for those who are exposed to it.

Workplace
The workplace is not restricted to the offices, buildings, facilities and physical work sites of
the Library. It includes any locations where the Library’s business is conducted. Any
allegation of discrimination or harassment that occurs outside of the workplace but has
repercussions in the workplace by adversely affecting relationships is covered by this policy.

Employee Rights and Responsibilities
• Treat all persons with respect and dignity
• Comply with this policy at all times to protect themselves and others in the workplace
from discriminatory harassment or workplace harassment and bullying
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• Report immediately all complaints or incidents of harassment experienced, witnessed
or having knowledge of to library management
• Participate in training regarding this policy and workplace harassment prevention
• Cooperate fully in the investigation of complaints or incidents of harassment

Employer Responsibilities
•
•
•
•
•
•
•
•
•
•
•

Treat all persons with respect and dignity
Understand and abide by the requirements of this policy
Communicate and review the policy with employees they supervise or manage
Ensure a copy of the policy is posted in a conspicuous place in the workplace
Verify that all contractors and others who attend Library workplaces are aware of this
policy
Coordinate workplace harassment prevention training
Encourage employees to report complaints or incidents of discriminatory harassment
or workplace harassment and bullying
Respond to all complaints or incidents of discriminatory harassment or workplace
harassment and bullying in a professional manner appropriate for the circumstances of
the complaint or incident
Document all complaints or incidents of discriminatory harassment or workplace
harassment and bullying
Promptly report all complaints or incidents of discriminatory harassment or workplace
harassment and bullying to the Portage la Prairie Regional Library Board
Ensure resolution of complaint or incidents of discriminatory harassment or workplace
harassment and bullying through the informal and formal resolution process

What Isn’t Harassment
Reasonable actions or conduct by the Library’s management or supervisory team relating to
the management and direction of workers such as training, performance appraisals,
direction, constructive feedback, counselling, job evaluation, workplace inspections,
implementation of dress codes and/or disciplinary actions does not constitute harassment as
long as these are not being exercised in a harassing or intimidating manner. The policy is
not intended to limit or otherwise constrain the reasonable exercise of management
functions in the workplace. It also does not include normal workplace conflict that may
occur between individuals or differences of opinion between co-workers.

Procedures
Reporting Procedure
Informal Reporting Procedure

a) If you feel that you are being harassed or threatened, the first thing to do is to tell the
person to stop. Do so as soon as you receive any unwelcome comments or conduct.
Although this may be difficult to do, telling the person you don’t like their actions is often
enough to stop the behaviour.
Examples of things to say to stop the behaviour may include:
• “I don’t want you to do that.”
16

•
•
•
•

“Please stop doing or saying…”
“It makes me uncomfortable when you…”
“I don’t find it funny when you…”
“I don’t like it when you say…”

b) If you are not comfortable confronting the person alone, you may request a facilitated
discussion between you, the other person, and your supervisor.
c) If you believe that someone who is not an employee has harassed, discriminated, or
threatened to commit a violent act against you (this may include Domestic Violence),
immediately report the harassment to your supervisor. Although the Library has limited
control over third parties, it will do its best to address the issue and prevent further
problems from arising.
d) Ensure the issue is documented and retain the documentation for your own records.

Formal Reporting Procedure

a) If the complaint is of a serious nature or you feel intimidated and/or uncomfortable
resolving the matter on an informal basis, you may bring a formal complaint to your
supervisor.
b) It is important to report your complaint as soon as possible so that the issue can be
investigated to prevent escalation or reoccurrence.
c) If you are not comfortable reporting the incident to your supervisor or if the supervisor is
the source or cause of the violence or harassment, you may report you complaint to any
other supervisor or the Library Board.
a. If a Board member is the source or cause of the violence or harassment, the
Director or supervisor will report the complaint to the Board Chair.
b. If the Board Chair is the source or cause of the violence or harassment, the
Director or supervisor will report the complaint to the Vice Chair.
d) Individuals initiating a formal complaint will need as much written information as possible,
examples can be but aren’t limited to:
• Including the name(s) of the offending person(s).
• The location, date and time of the incident.
• Names of any possible witnesses.

Secondary Reporting Procedure

Failing correction of the circumstance through the Formal Reporting Procedure, a formal
written complaint may be lodged by one of the following means:
a) Submitting a formal complaint with the Portage la Prairie Regional Library Board,
b) Submitting a complaint to the Manitoba Human Rights Commission, or,
c) Contacting the Labour Board.
It is understood that a person in choosing one complaint procedure, does not lose the right
to elect one other process as long as the complaint remains unresolved.

17

Investigation Protocol
a) Upon receipt of a formal complaint an investigation will commence. Please note that the
Library will not investigate anonymous complaints unless there are extenuating
circumstances.
b) Depending on the nature of the complaint, the Library or the complainant may choose to
contact the police to assist and/or conduct an investigation in situations where workplace
violence or harassment has occurred.
c) The services of an impartial external investigator who possesses appropriate knowledge,
experience, and/or qualifications may be used to conduct the investigation if deemed
necessary or appropriate
d) The investigation may include but is not limited to:
• Interviewing the complainant and respondent to ascertain all of the facts and
circumstances relevant to the complaint
• Obtain date(s), time(s) and locations of alleged complaint
• Interview witnesses, if any
• Review any related documentation
• Compile detailed notes of the investigation and maintain them in a confidential
manner.
e) Upon completion of the investigation, a detailed report of the findings will be prepared
and forwarded to the applicable supervisor and the Library Director.
f) In the event the respondent is the complainant’s direct supervisor the report of the
findings will be forwarded to the Director or Board.
g) The Library will communicate the status of the investigation with the complainant and the
respondent within 14 days of receiving the complaint. The final results of the
investigation will be communicated as soon as the investigation is completed.
h) Full-time and Part-time employees affected by an incident will be encouraged to use the
free counselling services provided by the Library’s Employee and Family Assistance
Program (EFAP). Employees not eligible for these benefits will be encourage to seek
referrals for counselling if required.

Results and Corrective Actions
Substantiated Evidence Following Investigation
1. The Library will take appropriate corrective measures, regardless of the respondent’s
seniority or position.
2. The Director will, in consultation with the Board, determine what action should be taken
as a result of the investigation.
a.In the event the respondent is the Director, the Board, in consultation with any
applicable outside mediator(s) will determine what action should be taken as a
result of the investigation.
b. In the event the respondent is a Board member, the remaining Board members, in
consultation with any applicable outside mediator(s) will determine what action
should be taken as a result of the investigation.
3. Corrective measures may include but aren’t limited to:
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a.Discipline, such as a verbal warning, written warning or suspension
b. Referral for mandatory counselling (i.e. anger management or cultural training)
c. Reassignment or transfer
d. A demotion or denial of a promotion
e.Termination1, or,
f. Other disciplinary action deemed appropriate under the circumstances.
4. The results of the investigation including corrective action that has been taken (if any)
will be furnished in writing to the complainant and the respondent.
5. The results and any additional documentation shall be provided to the Portage la Prairie
Regional Library Board for review at the next meeting following the incident.
6. Disciplinary action(s) will be recorded as part of the worker’s (respondent) disciplinary
record.

Unsubstantiated Evidence Following Investigation
1. Corrective measures will not be taken if the evidence of violence or harassment is
unsubstantiated following an investigation.
2. Unsubstantiated allegations will not result in negative consequences to the complainant,
witnesses or alleged harasser, and no record of the complaint will appear on the worker’s
file if the parties acted in good faith and without malice.

False Allegations
Allegations of violence or harassment which are proven to have been made falsely or
maliciously will result in disciplinary action being taken against the complainant up to and
including dismissal.

Appeals
All appeals by individuals barred from the library must be submitted in writing to the
Director. They will then be submitted to the Board for consideration with all relevant
documentation.

Confidentiality
The Library will handle all incidents handled with respect for the individuals involved and will
not disclose the name of a complainant or an alleged harasser or the circumstances related
to the complaint to any person except where disclosure is necessary to investigate the
complaint, to take corrective action with respect to the complaint, or as required by law.
Complete confidentiality is not possible in all circumstances and cannot be guaranteed.
While the investigation is on-going, the worker who has allegedly experienced harassment
and/or violence (complainant), the alleged respondent, and any witnesses shall not discuss
the incident/complaint or the investigation with each other or other workers or witnesses
unless necessary to obtain advice about their rights.
1

If employment is terminated as a result of a substantiated investigation, they lose all claim to any severance bonuses
and will receive only what they are legally due under current Manitoba law.
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No Reprisal
No reprisal or threat of reprisal in any form will be made or taken against the person(s)
involved in a discriminatory harassment or workplace harassment investigation.

Sanctions
If the Library determines that an individual from outside the organization has engaged in
harassment or workplace violence toward a Library employee, the Library will take action
which may include contacting the Police and prohibiting the individual from being on Library
property by serving a barring notice, revoking the patrons membership, or other action as
deemed appropriate.
Adopted: August 25, 2021
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Internet Policy
1) Library computers may not be used to:
a) Access sites or transmit materials that violate Canadian federal or provincial laws or City
Bylaws and/or are defamatory, discriminatory or obscene.
b) Send fraudulent, harassing or obscene email messages.
c) Display overt sexual images.
d) Those found in abuse of this section will have their Internet privileges suspended, may be
barred from entering the library facility, and may be reported to the police.
2) Damaging or modifying the Library's computer equipment, software or network is considered
vandalism. Any individual(s) committing vandalism will have their Internet privileges
suspended, may be barred from entering the library facility, and may be reported to the
police.
3) Users are responsible for any losses or damages sustained by Library as a result of their
Internet use or their violation of the security of the Library computer system.
4) Users of the Internet have full responsibility for the materials they locate. Internet content
may originate anywhere and is largely unregulated and unmonitored. Therefore, users may
find sites where information is controversial, erroneous, dated or offensive. Users are
responsible for any direct or indirect losses or damages they may suffer from use of Internet
services.
5) Parents or guardians of a library member under the age of 16 may make a written request,
clearly stating their reasons, to library management to deny their children access to the
public computers.
a) Parents or guardians of any member 16 or older may also make this request in special
circumstances.
b) The library cannot deny library users access to wireless internet.
6) Parents and guardians are responsible for their children's use of the Internet and computers.
7) Wireless internet is freely available in the library building.
8) Printing is available for a fee. When printing or copying material, it is solely the user's
responsibility to ensure they are not violating privacy, intellectual property, or any other
applicable laws.
9) Time limits on Internet computers may be enforced at the discretion of library staff to ensure
that all users have the opportunity to use Internet resources.
10) Assistance from Library staff in computer use will be limited. Basic instruction may be
provided and specific questions may be researched, depending on staff availability.
11) Users cannot use the Library's e-mail address to send or receive e-mail. Users are welcome
to apply for their own e-mail address using a web service. Library staff may be available for
limited assistance.
12) Files, e-mail, bookmarks, etc. created on the computer are deleted automatically at the end
of each session.
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13) Other items arising that are not covered by the above sections will be left to the discretion of
library management to resolve.

Revised August 25, 2021
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Library Code of Conduct Policy

In accordance with the Manitoba Human Rights Code, everyone has a right to equal
treatment in accessing the library and its services. The library attempts to provide its
services in an environment that is safe and inviting to all and is free from discrimination and
harassment for staff and patron alike.

While on library premises or at library events we ask that you
•

•
•
•
•
•
•
•
•
•
•
•
•

Are polite and civil to library staff and other patrons.
Set devices to mute or vibrate.
Keep conversations at a reasonable volume.
Limit the use of scented products to respect those with sensitivities.
Discard garbage into garbage cans.
Keep food or drink in designated areas
Keep your belongings with you. The library is not responsible for theft or damage.
Do not block aisles or doorways.
Follow staff instructions in the case of fire, fire drills, or other emergencies.
Wear proper attire. Shoes and shirt must be worn in the building.
Properly secure bicycles outside. Bicycles and strollers cannot be left in the library
vestibule.
Receive permission before photographing, filming or taking video recordings.
Ensure children under 12 have proper supervision.

With respect to behaviours which do not support a welcoming, safe environment, the
parties involved will be subject to loss of privileges as outlined in the Code of Conduct Chart,
cost recovery charges, or a ban from the building and library events. Library staff will listen
and respond to complaints raised by patrons, reporting to library management when
necessary. Illegal activities may be reported to the police.
Staff will fill out an Incident Report about violations which will be kept on file for no less
than 5 years. Each offense will be reviewed by the Library Director and the Portage la
Prairie Regional Library Board when appropriate. These forms may also be shared with the
authorities. Suspensions and banning notices will be delivered in writing. Any appeals must
be submitted to the Director in writing.
In the event library staff did not witness a violation, the affected party will be offered an
opportunity to fill out an Incident Report Form. This will be given to library management
and may be shared with the authorities. A suspension may result from complaints not
witnessed by staff.
Effective August 25, 2021
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Membership Policy
Application Requirements
• All applicants over 18 must produce a piece of photo identification and proof of address.
• Every adult must sign for their own library membership.
o If necessary, another adult may co-sign for the applicant’s library membership.
o Library staff may take steps ensure that the member consents to and is aware of
the responsibilities of library membership.
• Those under the age of 18 must have their membership card co-signed by a parent or
legal guardian.
o Those under the age of 18 living on their own can sign for a membership card
without a parent or legal guardian.
• Memberships will be cancelled if the account has not been renewed within one year after
the renewal date

Resident Membership
Anyone residing within the City and RM of Portage la Prairie is a resident member. Anyone
owning or renting property within the City and RM boundaries will be given resident
membership status.
• There will be no charge for applicants meeting these requirements.
• Resident memberships are valid for five years from date of issue.

Non-resident Membership
• Applicants not meeting the requirements of a resident membership are considered a nonresident member.
• Non-residents will be charged an annual membership fee.
o Single $20
o Family $45
o Block

$30

o Digital $10
• Non-resident memberships are valid for one year from date of issuance.
• A single membership may be changed to a family membership.
o The membership renewal date will be set to the date of the change
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Temporary Membership
For those residing within the City and RM of Portage la Prairie on a short-term basis.
• Temporary memberships are valid for six months from date of issue.
o If the Temporary member becomes a resident, their membership can be upgraded
to a resident membership.
o The resident membership begins at the time of the upgrade.
• For individuals and families residing in shelters within the Portage community, a
Temporary or Digital Membership may be provided upon request at the discretion of
library management.

Block Memberships
Block memberships enable organizations and teachers to borrow larger quantities of
materials from the Portage la Prairie Regional Library collection than an individual
membership. Details regarding Block Memberships can be found in the Library’s Block Loan

Policy.

Digital only
Digital only memberships are valid for internet access and digital materials. Patrons can
request these for themselves or dependents at any time. A yearly fee for non-residents may
apply.

Student
Students attending school within the city of Portage la Prairie are entitled to a resident
library membership.
Revised: June 9, 2021
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Multi-Purpose Room Usage Policy
The Portage la Prairie Regional Library provides physical space in the Library facility that
may hold up to 50 people, known as the Multi-Purpose Room (MPR), which is available for
the Library and others to utilize during normal Library business hours. While the Library
reserves priority to use this space as is needed for Library and Library Board operations,
the space may be made available for individuals and organizations to use.
The Library allows all individuals and organizations the right to utilize the MPR for their
own purposes, without discrimination. However, while the Library and Library Board
supports the Canadian Federation of Library Association’s Statement on Intellectual
Freedoms and Libraries, they also recognize that the Library is a community organization
tasked to provide a free and safe space to the whole community of Portage la Prairie. In
order to ensure the library remains a free and safe space for the whole community, any
individual or organization that attempts to use the MPR for the purposes of inciting hatred
against any legally protected groups, or that may be reasonably assumed to be doing so,
will be denied the right at any time to utilize the Library’s space.
The Library reserves the right to charge individuals and organizations a rental fee to use
the MPR. This rental fee will be charged to the individual or organization making the rental
(hereafter referred to as the ‘rental entity’), and must be paid before the space is to be
used. Failure to provide at least 24 hours’ notice of rental cancellation, without good
reason, will result in the forfeiture of the rental fee. Additional charges may be assessed to
the renting entity if damages or excessive garbage is created in the MPR during the time of
the rental.
Departments and Committees of sponsoring municipal governments to the Library, and all
non-profit organizations, are exempt from the MPR rental fee unless they are hosting an
event that requires paid entrance by attendees.
For any rental entity seeking to rent the MPR on a regular basis, the MPR may be rented
for up to 12 months at a time, as long as the regular rentals do not significantly interfere
with Library and Library Board operations. In the event the space becomes unavailable
when scheduled for use (i.e. power outage in the Library facility), the Library will work to
re-schedule the rent, and may provide a rental fee refund if a reasonable time is
unavailable to re-schedule.
Library patrons may use the MPR for non-commercial purposes (i.e. studying) without prior
booking when there is no scheduled use for the space, at the discretion of Library
management. However, the Library reserves the right to ask the patron(s) to vacate the
space within 5 minutes of the request being made.
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If a rental entity intends to serve refreshments while renting the MPR, they are required to
provide their own supplies and materials. Some equipment may be available to use from
the Library for the purposes of preparing drinks (i.e. coffee, tea) if required.
All furniture and equipment from the MPR must remain in the Room during the time of the
rental, unless permission was given by Library management to the rental entity for
equipment to be moved outside the Room. Additional furniture and equipment may be
available upon request. Damages and replacement fees will be charged against the rental
entity in the event MPR equipment and furniture is deliberately damaged and/or
negligently used by the rental entity.
All individuals and organizations wishing to use the MPR are required to abide by the
Library’s Code of Conduct Policy and the Library’s Harassment Prevention Policy. Failure to
abide by the terms in these policies will result in the immediate removal of the individual(s)
present in the space, and may result in the individual(s) being banned from future entry
into the Library facility.

Revised February 14, 2020
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Petty Cash Policy
The Petty Cash Fund allows for the reimbursement of minor business expenses in an
efficient and cost effective manner. This fund is to be administered by the SecretaryTreasurer according to NFP-GAAP rules. From time-to-time, upon the advice of the
Secretary-Treasurer, the Board will adjust the amount contained in the fund.

Reviewed: June 9, 2021
Accepted: February 24, 2010
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Program policy
The Portage la Prairie Regional Library is dedicated to improving its patron’s quality of life by
facilitating their search for informational, educational, technological, and recreational resources
and materials.
We strive to select, organize, and provide access to a wide variety of resources and materials,
to be responsive to the needs of the public, and to cultivate the maximum use of its resources
and services.

Purpose
The Portage la Prairie Regional Library provides programming to serve the library’s mission and
to expand the visibility of the library in the community.

Responsibility
Responsibility for the planning and implementation of library programming rests with the
Director, who may share this duty with or delegate this duty in its entirety to the Programming
Coordinator who manages this responsibility by working in partnership with designated staff.
Concerns or questions regarding programs should be referred to the Director.

Criteria
In planning and developing library programming, library staff will apply the following criteria:
•
•
•
•
•
•
•
•
•
•

Relation to library mission and service goals
Community needs and interests
Availability of program space
Presentation quality and treatment of content for intended audience
Presenter experience and qualifications in content area
Budget and staffing considerations
Historical or educational significance
Representation of diverse cultural backgrounds, opinions, and viewpoints
Appeal to a range of ages, interests, and information needs
Connection to other community programs, exhibitions, or events

Programming resources
The library draws upon and partners with other community agencies, organizations, educational
and cultural institutions, and/or individuals to develop and present programs.
Professional performers and presenters with specialized expertise may be hired.
Performers and presenters will not be excluded from consideration based on any protected
group status as defined by applicable federal, provincial, or local laws and regulations.
Library staff who present programs will do so as part of their regular job and are not hired as
outside contractors for programming.

Fees
1. The library strives to provide the vast majority of its programming free of charge.
2. A fee may be charged to:
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a) recover the cost of a presenter, materials, or supplies when it would otherwise not
be feasible to offer the program
b) cover the cost of an educational program which provides an official certification or
endorsement
3. Sale of items during library programs is permissible
a) If fund-raising to benefit the library, or
b) at author events where a copy of the material is donated to or sold at the library in
accordance with the Retail Sales Procedure.
4. The library does not offer programs of a commercial nature, including but not limited to,
presentations offered for free, but with the intention of soliciting future business.

Scheduling
1. Individuals wishing to propose a library program will complete the following steps, in the
stated order:
a) Fill out the Library Program Suggestion form (Appendix A)
b) Await contact from the library to discuss program and, if approved, begin
scheduling process.
c) Fill out a library volunteer form and complete background check, if required
The library reserves the right to cancel and/or reschedule programs. A background check may
be required, subject to the Library’s Background Check and Investigation Policy. Notice of
cancellation and/or rescheduling will be given with as much advanced notice as possible. The
library has the right to approve any promotional materials concerning the event.

Content
1. The library will not offer programs that support or oppose any political candidate or ballot
measure; however, election information, such as candidates’ forums that include
invitations to all recognized candidates, may be offered. As it is not consistent with
passive distribution, materials asking for library visitors to sign a petition or letter are not
permitted at candidates’ forums or other library programs.
2. The library will not offer programs that support or oppose any specific religious
conviction. Programs whose purpose is to provide information about religious traditions as
a part of multicultural education are permitted.
3. Library sponsorship of a program does not constitute an endorsement of the content of
the program or the views expressed by participants, nor is it responsible for the factual
correctness of the content of a presentation. Program topics, speakers, and resources are
not excluded from programs because of possible controversy.

Attendance
1. All library programs are open to the public. Every attempt will be made to accommodate
all who wish to attend a program.
2. If the safety or success of a program requires it, attendance may be limited and may
require advance registration, acquisition of tickets, or be determined on a first-come,
first-served basis.
3. Program attendance may be limited based on age.
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Community collaboration
1. Library sponsored programs may be held at the library or off-site.
2. The library may co-sponsor programs with other agencies, organizations, and/or
businesses that are compatible with the library’s mission and goals.
3. Co-sponsorship and collaboration decisions are made on the basis of mutual needs and
equitable benefits between the library and potential partners.
4. External organizations or individuals partnering with the library for programs must
coordinate marketing efforts with the library.
Last Updated: October 27, 2021
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Reserve Fund Policy
To regulate the movement of monies into and out of the reserve fund to meet generally
accepted accounting practices.

Transfers to the Reserve Fund
1. At the recommendation of the Director/Secretary-Treasurer the Library Board may pass
a motion to transfer funds into the Reserve Fund.
2. At the time of a motion to transfer funds the Board shall decide if the monies are to be
put either into the general reserve fund or into a designated fund.

Transfers from the Reserve Fund
1. At the recommendation of the Director/Secretary-Treasurer the Board may pass a
motion to transfer monies from the Reserve Fund into the current budget for specific
purposes.

Updated: May 5, 2021
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Special Collection Access Policy
Access to Archival Materials
• Archival materials are not to leave the library at any time.
• Patrons may view archival materials within the library either briefly at the front counter
or for longer periods upon approval of the Director.
• If an archival book has a restricted or shelf copy available, that copy will be loaned to
the patron instead of the archival copy.
• Patrons must wash and dry their hands thoroughly prior to handling materials.
• Photographs must be held by the edges.
• Viewing rights of archival materials are determined by the owning organization.

Access to Restricted Use Materials
• Materials in the restricted use room may be borrowed by patrons in good standing for at
least two years, or upon approval of the Director.
• Materials in the restricted use room may be lent through interlibrary loan if the library has
a spare copy, or upon approval of the Director
• Materials in the restricted use room may be viewed by members of the public within the
library building.
• Materials that may not leave the library include:
- indexes of birth, marriage, and death,
- Obituaries,
- Microfilm,
- Filing cabinet folders.
• Materials are required to be signed out or recorded as in-house use.

Updated: May 5, 2021

33

Staff Computer and Digital Platform Use Policy
Staff computers are to be used for the following tasks:
•
•
•
•
•
•
•
•
•
•

Checking work email
Accessing Integrated Library System (ILS) modules
Processing Interlibrary loans
Developing Programming and associated materials
Researching library programming and grants
Creating signage and marketing materials
Managing library social media
Acquisitions and processing of library materials
Performing reference services
Library management and administrative purposes

Personal devices and accounts are not to be used to access work materials, accounts, or
emails, except by library management and the Secretary/Treasurer. Library management
owns, without exception, staff computers, the library’s digital platforms, and any content
therein.
Permission may occasionally be given to use staff computers for personal use. Personal files
may not be stored or saved to any staff computers unless express permission is given by
library management. As the computers are part of a network, any personal information or
files are not guaranteed confidentiality and are subject to deletion. Library management or
anyone working on their behalf is not liable for any losses or damages that may occur from
deleting personal information from staff computers.

Social media
The Portage la Prairie Regional Library uses online and social media channels to extend the
Library’s welcoming and supportive environment and address service objectives in a manner
that is consistent with the Library’s missions, visions, and service values
Personal accounts are never to be used for creating library accounts. For social media, a
personal account may be granted access to act as an editor of the account. This access
requires consent of both staff and management and will be terminated upon completion of
employment, or if either party requests it. If a digital platform requires personal information
in order to create an account, an administrator account will be created by library
management.
No information required to log in to staff computers or the library’s digital platforms are to
be created or modified without consultation with library management. All account
information must be shared with library management. If account information is changed,
staff will provide the updated account information to library management.
Responsibility for maintaining the online presence, including social media, rests with the
director, who may share or delegate this duty to members of staff. Only staff with express
permission may access and post on the accounts. Staff contributors will
•

use a tone consistent with the communication and marketing strategy;
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•
•
•
•

be professional, friendly, engaging, and sincere;
write from the perspective of the library as a whole;
refrain from expressing their personal views when posting from the library’s
account(s); and
protect patron privacy and confidentiality whenever possible

The Library does not accept any responsibility for any content that appears on its online and
social media channels that does not originate from authorized contributors. Comments,
posts, messages and creative content are welcome, providing they are in keeping with the
Library's mission, vision, service values and policies. The Library may solicit specific types of
user content to showcase online, and the Library may determine, in its sole and unfettered
discretion, which content will be showcased. Contributions must not violate the Library's
Code of Conduct or Harassment Prevention Policy. It is the responsibility of contributors to
ensure that they have the right to contribute the material and they will bear full
responsibility if they infringe the rights of anyone else in such material. Concerns or
questions regarding content should be referred to the director.
Violations of this policy may result in disciplinary action by library management up to, and
including, dismissal and/or legal action.

Last Updated: October 27, 2021
Adopted: April 17, 2019
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Working Alone Policy
The Portage la Prairie Regional Library management and Board will work to ensure as few
risks as possible exist at work for staff in the event they should be working alone, but
management and Board cannot fully assure the safety of staff in the event they are working
alone.
In the event library staff are working alone in the Portage la Prairie Regional Library facility,
they are to abide by the terms set in this document, which were created with reference to
Part 9 of the Manitoba Workplace Safety and Health Act and Regulation, 2016.

During Regular Work Hours
1. In the event Library staff need to work in an isolated area of the facility (i.e. storage
room), they are to ensure another staff member is aware of their location.
2.

No dangerous work should be undertaken unless other Library staff are available to
assist with the work.
a. In the event the task cannot be safely completed, Library staff are to inform

management as soon as possible.
3.

During regular operating hours and days, there must be an absolute minimum of 2
scheduled Library staff members in the building at all times. All staff members should
have reasonable knowledge of where other staff members are located in the facility.
a. The sole exception to this is when the Library facility is open for emergency

situations (i.e. tornado).
4.

During closing procedures, at least 2 Library staff members must remain in the building
at all times and must be fully aware of each person’s location during closing procedures.
a. Once closing procedures are completed, staff are to leave by the staff entrance

located at the east end of the facility. They will set the alarm, then leave the
facility together. Staff will ensure any underage staff members are safely away
from the facility before they leave.

After-hours and Days When Library is Closed
1. With the exception of Library management and the Secretary/Treasurer, all library staff
are to refrain from entering the Library facility unless sufficient prior notice is provided
to Library management first.
a.Staff listed on the security alarm call list are exempt from this term for the purposes
of responding to an alarm call.
2. In the event any Library staff are working alone in the Library facility, including Library
management and the Secretary/Treasurer, they are to ensure all public entrances are
locked and secured before they begin working.
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a.Before leaving, they are to ensure that all public entrances are locked and secured,
and that the security alarm is set.
b. If there are any safety or security concerns, the staff member is to contact the
Director and/or emergency personnel as soon as safely possible (i.e. shattered
window, burst pipes).
All library staff are to abide by and agree to these terms for working alone in the Portage la
Prairie Regional Library facility. Violation of any of these terms will result in disciplinary
action, and may result in the termination of employment.

Date:_______________________

X
X
Updated: May 5, 2021
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Violence in the Workplace Policy
The Portage la Prairie Regional Library Board recognizes the potential for violent acts and
threats directed against staff by persons other than employees of the Portage la Prairie
Regional Library. Violence is defined in Part 11 of the Workplace Safety and Health
Regulation, M.R. 217/2006 as being the attempted or actual exercise of physical force
against a person and any threatening statement or behaviour that gives a person reason to
believe that physical force will be used against them. Every effort will be made to identify
the sources of such action and procedures developed to eliminate or minimize the risks to
staff.
Library management is directed to ensure that all staff members are aware of the hazards
and are trained in the appropriate actions to take for protection from acts or threats of
violence. The Board further directs that all employees shall follow the procedure
implemented for their protection and immediately report all incidents of violence. Anyone
aware of violence in our workplace must immediately bring it to the attention of
management so the issue can be addressed. This policy is not intended to discourage or
prevent a complainant from exercising any other rights, actions, or remedies that may be
available under law.

Employee rights and responsibilities
• Workers are entitled to work free from violence.
• Workers are responsible for working together in a professional manner and resolving
issues in a non-violent manner.
• Workers are to bring issues to their supervisor if they cannot be mutually resolved.
• Workers must report incidents of violence to their supervisor.
• Workers must co-operate in the investigation of a violent incident.
• Anyone who gives evidence or information in an investigation, or is involved in the
process of investigation, must keep this information confidential, except when it is
necessary to deal effectively with the issue.

Employer responsibilities
• The management at Portage la Prairie Regional Library will ensure, as much as
reasonably practicable, that no workers are subjected to violence in the workplace.
• Management will take corrective action with anyone under their direction who subjects a
worker to violence.
• Management will not disclose the name of a complainant or the circumstances of a
complaint to anyone except where disclosure is:
- necessary to investigate the complaint
- required to take corrective action, or
- required by law.
• Any information that is disclosed (as above) will be the minimum required for the
purpose.
• Management will ensure that all workers are aware of the risks of violence in the
workplace and are properly trained and equipped to protect themselves.
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Where might violence occur?
At Portage la Prairie Regional Library, the following areas/ tasks have been identified as
having the highest risk of exposure to violence from patrons:
-

Handling money during cash transactions
Travelling to the bank to deposit funds
Reshelving materials in obstructed areas
Working alone

Steps to eliminate or reduce risk
Portage la Prairie Regional Library assess the risk for workplace violence annually, if
something in our workplace changes, or if a violent incident occurs.
• The front desk has been fitted with security buttons that are tested every six months. The
desk area is designed to reduce contact between patrons and staff. The area and
furniture have been designed so staff members can quickly remove themselves if a
violent situation occurs.
• The cash register is installed under the counter. The till(s) are counted in a back room or
after all patrons have left the library and the doors are locked. If there is a significant
amount of money in the till, staff may request that a senior staff member moves some of
it to a secure location.
• When depositing the money in the bank, the designated staff member will use an
inconspicuous bag to transport the funds. If the deposit contains a large amount of cash,
a senior staff member may accompany the staff member to the bank.
• Walkie-talkies are available for staff to use when they are working or shelving in isolated
areas. Security mirrors are installed to allow staff members to see potential threats in
obstructed areas.
• Staff working alone must following the Working Alone Policy and ensure a senior staff
member is aware of their location.
Portage la Prairie Regional Library maintains records of complaints and violent incidents.
These will be used to alert relevant staff of potential risks or whether a person is barred
from the library. Staff will be informed of new risks/alerts as they occur or management
becomes aware of them. Safe work policies and procedures have been developed to inform
staff of the risk of violence. These include: Working Alone Policy, Harassment Policy, Code
of Conduct Policy, as well as cash handling, opening, and closing procedures.

Notification of Risk
Any time there is a change in the nature or risk of violence, Portage la Prairie Regional
Library will provide staff members with all of the information available, including personal
information, within the limitations of the law; i.e., the minimum amount of information
necessary to accomplish the purpose.

Procedures
Post-Incident
1. If necessary obtain first aid.
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2. Report the incident to the senior staff member on duty.
a. If the police were not called during the incident, the senior staff member will
facilitate contacting the police, if necessary.
3. The senior staff member will provide you with an Employee Incident Report.
4. The employee and senior staff member must fill out the form together taking care to
accurately describe the incident.
a. If the security button(s) were used, please make note of this.
5. A copy of the report will be made available to the employee.
6. The completed form(s) will be passed on to the Director who will investigate the incident
and evaluate the severity of the incident.
a. If the alleged attacker is the Director, the completed form(s) will be submitted
directly to the Board Chair.

Reporting
1. If a situation has or is likely to escalate into physical violence, contact the RCMP
immediately.
a. There are panic buttons in the front and back of the library. If you do not feel able
to safely able to use the phone, press the button firmly and police will be
dispatched.
2. Report all threats and acts of violence to your immediate supervisor.
3. The staff member and supervisor, as well as any witnesses, will complete an Employee
incident report. This must be completed for all incidents.
4. The senior staff member/supervisor will inform the Director as soon as possible.
5. The Director will report all incidents of violence to the Portage la Prairie Regional Library
Board and will submit the Employee incident report(s) to them within 24 hours of
receiving the completed form(s).
a. The Director will notify the Manitoba Workplace Safety and Health Branch if the
incident meets the definition of a serious incident defined in Part 2 of the WSH
Regulation.

Investigation
When an incident of violence has occurred or could reasonably been expected to have
occurred, Portage la Prairie Regional Library will investigate using the following steps.
1. The Director will advise any workers who may be at risk and will notify the area
supervisor of the incident.
a. If the complaint is about the director, the Assistant Director will advise workers
who may be at risk and will notify the Board Chair.
2. The safety and health coordinator, the supervisor, and other persons required will
complete and investigation into the incident using the forms and tools available.
3. All information available and relevant to the incident will be provided to the investigation
team.
4. The investigation results will be summarized and a copy provided to the senior staff
members, the Director, the safety and health coordinator and the Board.
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5. The recommendations will be reviewed with the safety and health coordinator and
documented.
6. Progress in implementing any recommendations will be documented in the safety and
health tracker. Once the recommendations have been implemented, staff members will
be notified and it will be noted in the staff meeting minutes.

Annual Report
Every year, the Portage la Prairie Regional Library will create an annual workplace violence
report. This will include every investigation report for the year and be provided to the
Director, the Board, and the safety and health committee no later than June 1 of each year.

Follow up to an incident
Workers who have been victims of or have been affected by an incident of violence will be
encouraged:
• to seek medical help from their healthcare providers
• to seek referrals for post-incident counseling if required
• given the opportunity to be examined by a doctor and transported to a medical facility, if
required.
Full-time and Part-time employees can access the free counselling services provided by the
Library’s Employee and Family Assistance Program (EFAP).
Staff members will keep all existing benefits while under treatment or counselling.
If a staff member gets medical help or misses work, both the employer and the worker
must file a report of injury with the Workers Compensation Board.
Adopted: August 25, 2021
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