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POLICY: CONFLICT OF INTEREST POLICY
SECTION: Il - General Policies — Human Resources
MOTION#/DATE:

Policy Statement

Employees of the Toronto Public Library are expected to conduct themselves with persond integrity,
ethics, honesty and diligence in performing their duties for the organization. Employees are required to
support and advance the interests of the organization and avoid placing themsdves in Situations where
their persond interests actudly or potentiadly conflict with the interests of the Library.

Application

This policy appliesto dl Toronto Public Library employees. The standards outlined in this policy are
particularly rdevant to employees who are in a position to make or influence decisions of the
organization.

Definition

A conflict of interest refers to a gtuation in which private interests or persond condderations may affect
an employee sjudgement in acting in the best interest of the Toronto Public Library. 1t includes using an
employee' s position, confidentid information or corporate Library work time, materid or facilities for
private gain or advancement or the expectation of private gain or advancement. A conflict may occur
when an interest benefits any member of the employee’ s family, friends or business associates.

Conditions

The rules and examples that follow do not exhaust the possibilities for conflict of interest. But they
identify obvious Situations covered by the policy.

Special Treatment

Employees are not alowed to use their pogitions to give anyone specia trestment that would advance
their own interests or that of any member of the employee’ s family, their friends or business associates.
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Receiving Feesfor Gifts

Employees may not accept gifts, money, discounts or favours including a benefit to family members,
friends or business associates for doing work that the Library pays them to do. The exceptionsto this
are promotiona gifts or those of nomina value e.g., coffee mug or letter opener with company’slogo or
the occasond lunch.

Outside Work or Business Activities
Employees may not engage in any outsde work or business activity:

@ that conflict with their duties as Library employees,

(b) which use their knowledge of confidentia plans, projects or information about holdings of the
Toronto Public Library; and

(© that will, or islikely to, negatively influence or affect them carrying out their duties as Library
employees.

Using Library Property

Employees may not use, or permit the use of, items of Library property, facilities, equipment, supplies or
other resources for activities not associated with their work. Any exceptions to this must be expresdy
approved by either the Toronto Public Library Board or the director of the affected department.

Confidential Information

Employees may not disclose confidentid or privileged information about the property, or affairs of the
organization, or use confidentia information to advance persond or others' interests. Employees cannot
divulge confidentid or privileged information about the Library's employees without those employees
written authorisation.

Note of confidential information: The rule againg giving out confidentia informeation does not gpply
to an employee who aleges wrongdoing on the part of the Library or its Board members, directors,
employees, agents or contractors — aslong as the disclosure of such information is not frivolous,
vexatious or danderous — and making the disclosure serves the public interest and ismade in
accordance with the provisons of this policy. Thisreporting of wrongdoing is known as whistle-
blowing.
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Financial Interest

Employees who knowingly have financia interestsin a Toronto Public Library contract, sde or other
business transaction, or have family members, friends or business associates with such interests, must
not represent or advise the organization in such transactions.

Guidelinesfor Management and Professional Staff

Some positions in the organization are more susceptible than others to conflicts of interest. The
following two sections are specifically for directors, managers and employees who give professiond
advice or assstance, or who work on program policies or budgets. These sections dso refer to
employeesin confidential positions working with the above mentioned gaff.

Representing Others

Staff described in the paragraph above may not appear before the Library Board or aLibrary
committee on behdf of a private citizen other than himsdf/hersdf, hisher spouse, hisher parents, or
his’her minor children, where the employee is either paid, or isinvolved in any way in the issue/policy.

Appointments

Staff who hold positions described above may not seek or accept appointment to a Library committee
or board (except in the capacity of aLibrary employee) and require permission from their superior or
designate before accepting gppointments to other municipal, provincia or federal boards and
committees. Staff who hold positions as board members on community agencies that ded with issues
related to their work at the Library should inform their superior or designate of their gppointments.
When agency issues arise that place them in actud or potentia conflict with Library policy or
procedures, they should declare a conflict of interest.

Conduct Respecting L obbyists

Expectations on dealing with |obbyists are described in Appendix 1.

Requirement to Report Conflict of Interest

If employees or their family members, friends or business associates have a persond or financia interest

that might present a conflict or biasin connection with their duties as Library employees, they must
report this conflict to their superiors or designatesin writing.
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Reporting a Conflict of Interest

When an employee reports a conflict of interest to his’/her superior or designate in writing, acopy is

forwarded to the City Librarian. If an employee dleges wrongdoing on the part of the Library or its
Board members, employees, agents or contractors he/she should report thisin writing directly to the
City Librarian.

Failureto Comply With the Policy

Employees who fail to comply with this policy are subject to disciplinary action up to and including
dismis.

I mplementation

Managers and supervisors must make the policy available to dl employees and must discuss the entire
policy with their employees and highlight any of the rules that have particular rdlevance, given the nature
of the employees work. Managers and supervisors who need assstance interpreting rules and how
they apply to specific Stuations must talk to their departments directors or senior managers. Serious
conseguences may result from the contravention of this policy. Employees should check with
management if they need assistance in interpreting whether a Stuation they have experienced or are
confronting puts them in conflict of interest Stuation.

An information sheet will be developed to identify the rules of this policy and provide examplesto assst
employees in underganding these rules.
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Appendix 1
Conduct Respecting L obbyists

Lobbying isusudly defined as direct or indirect efforts to solicit support and influence government
decisons on behdf of another party or an organization, often away from public scrutiny. Lobbying
activity isto be digtinguished from routine advice seeking by members of the public, or contacts by
members or employees of government conducting officid business. Lobbying is dso disinguishable
from matters that are the subject of committee deputation, or other processes that are amatter of public
record where individuas are named and their interest and organizationd affiliation isidentified.

The term lobbyist includes the following:

@ "consultant lobbyist" means a person who, for payment, lobbies on behalf of aclient and
includes, but is not limited to, government relations consultants, lawyers, accountants, or other
professond advisors who provide lobbying services for their clients;

(b) "corporate in-house lobbyig" means an employee of a corporation that carries on commercid
activitiesfor financia gain and who lobbies as asgnificant part of their duties;

(© "organization in-house lobbyist™ means an employee of a non-profit organization, when one or
more employees lobby public office holders and where the accumulated lobbying activity of dl
such employees would condtitute a Significant part of the duties of one employee; and

(d) "volunteer lobbyis" means a person who lobbies without payment on behaf of an individud,
corporation, or organization.

Employees shdl be vigilant in their duty to serve public interests when faced with lobbying activity.
Employees can use the following as a guide to assst in identifying whether they are being lobbied:

@ During the past year, has the contact person attempted to influence you persondly, for example,
in any adminigrative action that would have benefited him or her or his or her employer
finencidly?

(b) Does the contact person do business or seek to do business with the city?
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(© Is the contact person seeking to influence outcomes outside a public forum on a matter
involving, for example, alicense, permit or other entitlement for use currently pending before the
cty?

(© Is the contact person on aprovincidly or federdly registered |obbyist employer or aclient of a
registered lobbyist? (Refer to the respective web Stes.)

(d) Is the contact person a provincidly or federaly registered lobbyist or [obbying firm?

(e Does the contact person fal within the definitions provided above?
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