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Peterborough
Public Library

To: Library Board of Trustees
From: Jennifer Jones, Library CEO
Meeting Date: December 11, 2018

Subject: Report PPL18-062

Refund and Privacy Statement - Update

Purpose

A report to inform the Library Board of Trustees on the draft refund and privacy
statements for the Library.

Recommendation

That the Library Board approve the recommendation in Report PPL18-062 dated
December 11, 2018, of the Library CEO as follows:

That the Reund and Privancy Statements be adopted as presented.
Budget and Financial Implications

There is no budget or financial implications resulting from the approval of the
recommendation of this report.

Background

With the implementation of the new website, the Library will soon have the opportunity
to accept online payments for memberships and program materials fees. There is also
the possibility of accepting online payments for library fines and fees through a patron’s
personal account in the catalogue.

It is recommended that the Library Board adopt the Refund and Privacy Statements.
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Library staff were directed to consult with City staff as they are also working through this
process.

A draft copy of the City’s statements will be available once the Legal Department has
undertaken a review. The Board can request that legal also review the finalized draft
Board statements if they wish.

The following statements are proposed:

Refunds

e Program registration, special program admission, and program material fees are
non-refundable, including where the program does not meet the expectations of
the user, except under the following circumstances:

e |If the library user cancels registration before the program begins, all fees
less a $5.00 administrative fee will be refunded. If the program fee is less
than $5.00 no refund will be given.

e A refund may be provided after the program has begun only if another
user can fill the space. If a refund is given for a program series it will be
pro-rated based upon the number of sessions attended, minus a $5.00
administrative fee.

e |If the Library cancels the program, all fees will be refunded in full.

e Library fines and material fees related to lost and/or damaged items are non-
refundable.

Privacy Statement - Revised

The Library and the Municipal Freedom of Information and Protection of Privacy
Act (MFIPPA)

The Library protects the privacy and confidentiality of all members personal information
in keeping with the access to information and privacy provisions of the Municipal
Freedom of Information and Protection of Privacy Act, R.S.0. 1990, c. M.56
(MFIPPA) and other applicable legislation.

The Library collects personal information of library members under the authority of
section 23(2) of the Public Libraries Act, R.S.0. 1990, c.P.44, and personal
information will only be used to administer services and programs at the Library.
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For the purposes of the registration of library members and the administration of
circulating items, the Library collects the following types of personal information for
statistical purposes: name, address, telephone number, email address and birth date.

Access to personal information is limited to only those employees who need this access
in order to perform their assigned duties. The Library also maintains security standards
and procedures regarding unauthorized access to personal information to prevent the
removal or alteration of data.

The Library will not disclose personal information to any third parties without having
obtained prior consent of the person to whom the information pertains, except when
MFIPPA permits disclosure or other applicable law requires that the Library disclose the
personal information.

The Library does not keep a record of borrowed items once the items are returned,
unless the borrower requests this service. Items are otherwise deleted from the
borrower’s record immediately upon return.

The Library and Canadian Anti-Spam Legislation

Electronic messaging sent by the Library is consistent with Canadian Anti-Spam
Legislation (CASL), and is sent to existing cardholders or individuals with existing
business relationships. Electronic messaging includes an option for customers to opt-
out of further communications.

Privacy provisions for web customers

When you visit the Library website, your personal information will not be collected
unless you choose to use and receive online products and services that require it. Your
personal information will then only be used to provide you with Library services and
programs that you select, and for no other purpose. Most of the information on our
website is accessible without any need to identify yourself.

Industry standard encryption technology is used to protect your personal information
when you're using our website. All user information is maintained in a secure
environment.

Logging practices for website customers

The Library collects non-identifying information from users of our website. This
information includes the Internet Protocol address, type of browser, date and time of
visit, and the different web pages you visit on our website. The information is used for
statistical reporting purposes and to design and improve access to information and
services available on our website. We do not combine the information with other
information or services to determine your browsing habits on websites beyond those
operated by the Library, or to determine your identity.
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Accessibility

The Library is committed to creating an accessible online environment and making its
web documents available to everyone. There may be instances where not all content is
in an accessible format. To request an accessible alternative for non-accessible
content, please contact the Library directly for assistance.

Other Websites

Various websites may be linked through the Library's website. The inclusion of a link
does not imply endorsement by the Library, nor can we be held responsible in any way
for the content found on any third-party website. The Library's privacy statement applies
solely to information collected on the Library website. Visitors to linked websites are
advised to check the privacy statements on those sites and to be cautious about
providing personal information without a clear understanding of how that information will
be used.

Your right to access

You may request access to your personal information at the Peterborough Public
Library. You have the right to request the correction of any personal information that is
incorrect or incomplete. In accordance with MFIPPA, we securely dispose of personal
information on a regular basis, as detailed in the City's Records Retention By-law.

Submitted by,

Jennifer Jones
Library CEO

Contact Name:

Jennifer Jones

Phone: 705- 745-5382 Ex. 2370
Fax: 705-745-8958

E-mail: jjones@peterborough.ca



