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1. ORGANIZATION
1.1 Mission Statement

The Mission of the Oswego Public Library is to be the learning center for the Greater Oswego
area and the place people turn to for the discovery of ideas, the joy of reading and the power of
information. Community needs drive our services. We believe that library services should be
delivered in a welcoming, convenient, and responsive manner.

Approved 10/3/06
1.1a Introduction

The Oswego City Library was incorporated by an act of the New York State Legislature in 1854.
Its chartered area to serve was the City of Oswego. Based upon an agreement with the Oswego
City School District in 1929, the Library served the Oswego City School District even though the
still stated it was chartered to serve the City of Oswego. All finances for the library were based
upon the City’s population (currently at 19,793). On June 30, 1999 all connection with the
Oswego City School District ceased other than services provided for the library’s Circulation
system & internet connections. Based upon a public referendum, the library became known as
the Oswego S.D. Public Library. As of July 1, 1999, the Oswego S.D. Public Library is governed
by elected Library Board of Trustees, Staff and Volunteers. Employees who were formerly
employees of the School District were now employees of the Oswego S.D. Public Library Board
of Trustees, Staff and Volunteers. All employees are now civil service employees.

Approved by the Board: March 8%, 2022
1.1b Policies Functions

A modern public library collects the printed and audio-visual materials needed to conduct the
individual and group life of its community. It organizes and makes them convenient and easy to
use. It interprets and guides the use of materials to enable as many persons as possible to apply in
their daily lives the record of what is known.

Provision of materials means more than occasional availability. It means a supply sufficient to
make the library a dependable source for more people most of the time. In addition to books, the
public library selects and provides pamphlets, documents and other non-book sources in printed
form, films, tapes, discs and other non-print recordings of knowledge and opinion. The materials



are provided to: facilitate informal self education to all people in the community; enrich and
further develop the subjects on which individuals are undertaking in formal education; meet the
informational needs of all; support the educational, civic and cultural activities of groups and
organizations; and encourage wholesome recreation and constructive use of leisure time.

Approved by the Board: March 8%, 2022



1.3 System membership

The Board of Trustees, Staff and Volunteers recognizes that membership in the System will
increase this library’s potential and expand services available to its patrons. This library will take
advantage of System services as needed.

As a member of a cooperative public library system, this library will:

1. Inform the System about any book which it may acquire other, than through the
System and also inform the System about any books withdrawn from its collections.

2. Accept borrowers cards issued by any member library or by the System, to be honored
on the same basis applicable to the card holders of the member library.

3. Lend books from its collection to other member libraries of the System on request
transmitted through System headquarters, on the same basis as to its own card holders.

4. Receive from any borrower, materials borrowed from another member library for
return by the System delivery ‘facilities to the owning library.

5. Make every reasonable effort to secure continued support from local funds in an
amount equal to or greater than the amounts presently received.

Approved by the board February 7, 1994



1.3a Document of Understanding between the North Country Library System and its
Member Libraries

*See Appendix



1.3b Joint Automation Board (JAB) Memo of Understanding
*See Apendix



1.4 Administrative Organization and Responsibilities

The Director is the administrative head of the library and is directly responsible to the Board of
Trustees, Staff and Volunteers. In that capacity the Director is in charge of all Oswego Public
Library staff and is responsible for their assignments, training, development and maintenance of
performance standards. The Director acts as a liaison between the staff and the Board. In the
absence of the Director, the order of responsibilities shall be as follows:

Librarian; Clerk on Duty or Secretary/Account Clerk

Emergency Decisions:

The library shall maintain an internal document with which provides the order of contact [chain
of command] and contact information needed to implement emergency decisions.

Approved by the Board September 20, 2005

Revised by the Board 6.11.2024



1.5 Statement Regarding Conflicts of Interest

BACKGROUND

Policy of the Oswego School District Public Library outlines procedures to prevent the personal
interests of a member of the Board of Trustees, Staff and Volunteers, officers, or staff members
or their immediate family from interfering with the performance of his/her duties to the Library
or resulting in personal, financial, professional or political gain on the part of such persons at the
expense of the Library or the recipient of its programs or services.

Please review the full provisions of the Article included below, sign the following
acknowledgment. A copy of the signed document should be returned to the Secretary for the
Board of Trustees, Staff and Volunteers as soon as possible.

ACKNOWLEDGEMENT

I have read and understand the procedures outlined in Policy of the Oswego School District
Public Library.

(Name — Please Print)

(Signature)

(Date)

Approved by the Board May 4, 2014



1.5a Conflict of Interest Procedures

Article I

Purpose
The purpose of the conflict of interest policy is to protect this tax-exempt organization’s

(Oswego S.D. Public Library) interest when it is contemplating entering into a transaction or
arrangement that might benefit the private interest of an officer or director of the Organization or
might result in a possible excess benefit transaction. This policy is intended to supplement but
not replace any applicable state and federal laws governing conflict of interest applicable to
nonprofit and charitable organizations.

Article 11

Definitions

1. Interested Person

Any director, principal officer, or member of a committee with governing board delegated
powers, who has a direct or indirect financial interest, as defined below, is an interested person.

If a person is an interested person with respect to any entity in the health care system of which
the organization is a part, he or she is an interested person with respect to all entities in the health
care system.

2. Financial Interest

A person has a financial interest if the person has, directly or indirectly, through business,
investment, or family:

a. An ownership or investment interest in any entity with which the Organization has a
transaction or arrangement,

b. A compensation arrangement with the Organization or with any entity or individual with
which the Organization has a transaction or arrangement, or

c. A potential ownership or investment interest in, or compensation arrangement with, any entity
or individual with which the Organization is negotiating a transaction or arrangement.

Compensation includes direct and indirect remuneration as well as gifts or favors that are not
insubstantial. A financial interest is not necessarily a conflict of interest. Under Article III,
Section 2, a person who has a financial interest may have a conflict of interest only if the
appropriate governing board or committee decides that a conflict of interest exists.

Article 111

Procedures
1. Duty to Disclose
In connection with any actual or possible conflict of interest, an interested person must disclose



the existence of the financial interest and be given the opportunity to disclose all material facts to
the directors and members of committees with governing board delegated powers considering the
proposed transaction or arrangement.

2. Determining Whether a Conflict of Interest Exists

After disclosure of the financial interest and all material facts, and after any discussion with the
interested person, he/she shall leave the governing board or committee meeting while the
determination of a conflict of interest is discussed and voted upon. The remaining board or
committee members shall decide if a conflict of interest exists.

3. Procedures for Addressing the Conflict of Interest

a. An interested person may make a presentation at the governing board or committee meeting,
but after the presentation, he/she shall leave the meeting during the discussion of, and the vote
on, the transaction or arrangement involving the possible conflict of interest.

b. The chairperson of the governing board or committee shall, if appropriate, appoint a
disinterested person or committee to investigate alternatives to the proposed transaction or
arrangement.

c. After exercising due diligence, the governing board or committee shall determine whether the
Organization can obtain with reasonable efforts a more advantageous transaction or arrangement
from a person or entity that would not give rise to a conflict of interest.

d. If a more advantageous transaction or arrangement is not reasonably possible under
circumstances not producing a conflict of interest, the governing board or committee shall
determine by a majority vote of the disinterested directors whether the transaction or
arrangement is in the Organization’s best interest, for its own benefit, and whether it is fair and
reasonable. In conformity with the above determination it shall make its decision as to whether to
enter into the transaction or arrangement.

4. Violations of the Conflicts of Interest Policy

a. If the governing board or committee has reasonable cause to believe a member has failed to
disclose actual or possible conflicts of interest, it shall inform the member of the basis for such
belief and afford the member an opportunity to explain the alleged failure to disclose.

b. If, after hearing the member’s response and after making further investigation as warranted by
the circumstances, the governing board or committee determines the member has failed to
disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and
corrective action.

Article IV

Records of Proceedings

The minutes of the governing board and all committees with board delegated powers shall
contain:

a. The names of the persons who disclosed or otherwise were found to have a financial interest in
connection with an actual or possible conflict of interest, the nature of the financial interest, any
action taken to determine whether a conflict of interest was present, and the governing board’s or
committee’s decision as to whether a conflict of interest in fact existed.

b. The names of the persons who were present for discussions and votes relating to the




transaction or arrangement, the content of the discussion, including any alternatives to the
proposed transaction or arrangement, and a record of any votes taken in connection with the
proceedings.

Article V

Compensation

a. A voting member of the governing board who receives compensation, directly or indirectly,
from the Organization for services is precluded from voting on matters pertaining to that
member’s compensation.

b. A voting member of any committee whose jurisdiction includes compensation matters and
who receives compensation, directly or indirectly, from the Organization for services is
precluded from voting on matters pertaining to that member’s compensation.

c. No voting member of the governing board or any committee whose jurisdiction includes
compensation matters and who receives compensation, directly or indirectly, from the
Organization, either individually or collectively, is prohibited from providing information to any
committee regarding compensation.

Article VI

Annual Statements

Each director, principal officer and member of a committee with governing board delegated
powers shall annually sign a statement which affirms such person:

a. Has received a copy of the conflicts of interest policy,

b. Has read and understands the policy,

c. Has agreed to comply with the policy, and

d. Understands the Organization is charitable and in order to maintain its federal tax exemption it
must engage primarily in activities which accomplish one or more of its tax-exempt purposes.

Article VII

Periodic Reviews

To ensure the Organization operates in a manner consistent with charitable purposes and does
not engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be
conducted. The periodic reviews shall, at a minimum, include the following subjects:

a. Whether compensation arrangements and benefits are reasonable, based on competent survey
information and the result of arm’s length bargaining.

b. Whether partnerships, joint ventures, and arrangements with management organizations
conform to the Organization’s written policies, are properly recorded, reflect reasonable
investment or payments for goods and services, further charitable purposes and do not result in
inurnment, impermissible private benefit or in an excess benefit transaction.




Article VIII

Use of OQutside Experts

When conducting the periodic reviews as provided for in Article VII, the Organization may, but
need not, use outside advisors. If outside experts are used, their use shall not relieve the
governing board of its responsibility for ensuring periodic reviews are conducted.

Approved by the Board September 2, 2014



1.6 Ethic Statement for Public Library Trustees, Staff and Volunteers

Trustees, Staff and Volunteers in the capacity of trust upon them shall observe ethical standards with
absolute truth, integrity and honor.

Trustees, Staff and Volunteers must avoid situations in which personal interests might be served or
financial benefits gained at the expense of library users, colleagues, or the situation.

It is incumbent upon any trustee, staff or volunteer to disqualify himself/herself immediately
whenever the appearance or a conflict of interest exists.

Trustees, Staff and Volunteers must distinguish clearly in their actions and statements between
their personal philosophies and attitudes and those of the institution, acknowledging the formal

position of the board even if they personally disagree.

A trustee, staff or volunteer must respect the confidential nature of library business while being
aware of and in compliance with applicable laws governing freedom of information.

Trustees, Staff and Volunteers must be prepared to support to the fullest the efforts of librarians
in resisting censorship of library materials by groups or individuals.

Trustees who accept library board responsibilities are expected to perform all of the functions of
library Trustees.. —

Adopted by the Board of Directors of the American Library Trustee Association, July, 1985,
Adopted by the Board of Directors of the Public Library Association, July, 1985.
Amended by the Board of Directors of the American Library Trustee Association, July, 1988.

Amended & Approved as revised by the Board June 4, 2019



1.6A Code of Ethics of the American Library Association/Oswego Public Library

As members of the American Library Association, we recognize the importance of codifying and
making known to the profession and to the general public the ethical principles that guide the
work of librarians, other professionals providing information services, library Trustees, Staff and
Volunteers and library staffs.

Ethical dilemmas occur when values are in conflict. The American Library Association Code of
Ethics states the values to which we are committed and embodies the ethical responsibilities of
the profession in this changing information environment.

We significantly influence or control the selection, organization, preservation, and dissemination
of information. In a political system grounded in an informed citizenry, we are members of a
profession explicitly committed to intellectual freedom and the freedom of access to information-

We have a special obligation to ensure the free flow of information and ideas to present and
future generations.

The principles of this Code are expressed in broad statements to guide ethical decision making.
These statements provide a framework; they cannot and do not dictate conduct to cover
particular situations.

I. We provide the highest level of service to all library users through appropriate and usefully
organized resources; equitable service policies; equitable access; and accurate, unbiased, and
courteous responses to all requests.

II. We uphold the principles of intellectual freedom and resist all efforts to censor library
resources.

III. We protect each library user’s right to privacy and confidentiality with respect to information
sought or received and resources consulted, borrowed acquired or transmitted.

IV. We recognize and respect intellectual property rights.
V. We treat co-workers and other colleagues with respect, fairness and good faith, and advocate

conditions of employment that safeguard the rights and welfare of all employees of our
institutions.



V1. We do not advance private interests at the expense of library users, colleagues, or our
employing institutions. We distinguish between our personal convictions and professional duties
and do not allow our personal beliefs to interfere with fair representation of the aims of our
institutions or the provision of access to their information resources.

VII. We strive for excellence in the profession by maintaining, and enhancing our own
knowledge and skills, by encouraging the professional development of coworkers, and by
fostering the aspirations of potential members of the profession.

Adopted by the ALA Council June28, 1995

Adopted by the Oswego Board of Trustees, Staff and Volunteers Oct 1, 2002



1.7 Trustee Education Policy

Purpose

The purpose of the Trustee Education Policy is to comply with New York State Education Law
Section 260-D which requires members of library boards of trustees, beginning January 1, 2023,
to complete a minimum of two hours of trustee education annually from a provider approved by
the Commissioner of Education that addresses the financial oversight, accountability, fiduciary
responsibilities and the general powers and duties of library trustees.

Each member of the Library Board must demonstrate compliance with this policy by filing
evidence with the Board President annually.

Administration
Each year Trustees are required to complete two hours of continuing education during their
term on the System Board.

According to Section 260-D, each Trustee shall demonstrate compliance with the requirements
by filing with the President of the Board of Trustees evidence of completion of Trustee
Education from an approved provider. Such evidence shall include one of the following:

1. certificates of completion issued by one or more approved providers; or
2. asigned self-assurance of completion (included at the end of this policy).

a. Such assurance shall identify the approved trustee education providers, a
description of the format and content of the completed instruction activities, the
date and time such member began and completed each instruction activity and an
explanation of why a certificate of completion was not available from such
approved providers.

Evidence of completion shall be submitted to the Board President by December 31 of each year.

Should a Trustee fail to submit evidence of completion by the above date, the Trustee will be
suspended from duty until evidence of completion is filed. Should a Trustee in suspension fail to
provide evidence of completion within 90 days, they will be assumed to have resigned from the
board.

Compliance will be tracked through the Library’s Annual Report to the State.

Approved Providers

At the state level, trustee education providers and activities (topics and formats) are approved by
the New York State Library acting on behalf of the Commissioner of Education.


https://www.nysenate.gov/legislation/laws/EDN/260-D

In addition to pre-approving public library systems as trustee education providers, the State
Library has delegated authority to public library systems to approve additional trustee education
providers and activities (topics and formats) for their member libraries.

Pre-approved providers:

New York State Library/Division of Library Development
Public Library Systems
*  WeblJunction

New York Library Association (including the Library Trustees Section and other
Sections/Roundtables)

Reference and Research Library Resources Councils
Empire State Library Network (formerly New York 3Rs Association)

* PULISDO (Public Library System Directors Organization)

* ALA (American Library Association) including United for Libraries and other Divisions

Allowable Formats:

Trustee education may be delivered online or in person. The format of this education may
include any of the following:

Lectures
*  Workshops
Webinars

Online courses

State or national library association conferences

Costs of Continuing Education

Modest and reasonable costs incurred by a Trustee in complying with the trustee education
requirements may be reimbursed by the Library in accordance with the Conference and Travel
Policy. All continuing education requesting reimbursement must be pre-approved by the Library
Board.

Approved: February 14th, 2023



1.7a. SELF-ASSURANCE of Trustee Education Activity Completion

Beginning January 1, 2023, each library trustee, elected or appointed, of a board of trustees is
required to complete a minimum of two hours of trustee education annually. (Education Law 260-d
as added by Chapter 468 of the Laws of 2021)

Please use this self-assurance form if a certificate of completion is not available from the
approved education activity provider. Please submit this form to the library board president for
review and signature. Trustees should retain a copy of the signed form.

I give the following assurance:

I attended the following trustee education activity:

Trustee Name:

Approved Provider:

Title of Activity:

Topic/Content:

Format (e.g. workshop, webinar, online course):

Date of Activity:

Contact Hours:

Trustee Signature/Date:




Policy 1.8 Oswego Public Library Policy on Public Comment

The function of the regular meetings of the Oswego School District Public Library Board of

Trustees is to conduct the business of the Oswego Public Library.

Although Library Board meetings are public meetings, they are not public hearings. The Board
does, however, encourage public attendance at its meetings to facilitate input from the library

community and provide an opportunity for public comment.

Time will be reserved at the beginning of each board meeting for public comment.
Public comment is limited to this period.

Members of the public who attend or wish to speak are asked to sign in before the
meeting begins, identifying themselves and providing their address and group affiliation,
if any, to the board before speaking. A sign-in roster will determine the speaking order
for people who wish to make a public comment. The names will be called in the order in
which they appear on the sign-in sheet.

As a courtesy, it is appreciated if notice of an intention to speak at a board meeting is
given to the Library Director in advance of the meeting.

The public comment period is limited to 15 minutes in total. Each speaker is allowed a
maximum of three minutes. The public comment period may be extended by a majority
vote of the Board.

Alternatively, a person may submit public comment via electronic form. All received
comments will be read during the comment period of the meeting.

Public comments will be addressed to the entire Board but there will not be a response
from either Board members or the Library Director.

If, at any time, persons appearing before the Board exceed the time limitation set forth
in this policy or engage in inappropriate language or behavior, it shall be the
responsibility of the President to declare that person out of order and to refuse him or
her permission to continue to address the Board.

Comments made by members of the public become part of the meeting record.
Comments submitted through the electronic form will be read by the Secretary during
the public comment period and become part of the meeting record.

*Policy 1.8: Approved 10.14.2025



2. Workplace Policies

2.1 Recruitment for Positions

The Oswego S. D. Public Library is committed to developing a diverse workforce. In hiring new
staff and promoting current staff, the library will systematically and aggressively make
reasonable effort to provide equal opportunity for all employees and applicants. An applicant
pool that is representative of the makeup of the community is desirable. Positions will be
advertised as widely as appropriate for the position and, when possible, advertising will be
targeted to reach qualified candidates from minority groups and persons with disabilities.
Reasonable accommodation will be made in accordance with the American with Disabilities Act
for applicants and potential applications. The Oswego S D Public Library is an equal opportunity
employer. Candidates for competitive Civil Service positions will be selected from the Oswego
City Civil Service List. The Director and Library Assistant positions will be determined by the
Board of Trustees. All other positions will be based upon recommendations by the Director
subject to approval by the Board. Applicants will be made aware of the necessity to complete a
qualifying civil service exam given for the purpose of establishing a list.

Approved October 1, 2002



2.2 Staff Development

The Oswego S. D. Public Library is committed to having a trained and educated workforce.
During the first week on the job, every new employee will receive a general orientation to the
library. During that time, the employee and his or her supervisor will develop an individualized
training timeline based on the job requirements, experience, and educational needs for that
particular position. All staff members are encouraged to attend job-related workshops and
seminars. Funds will be budgeted as equitably as possible to cover the travel expenses and
registration fees for this training.

Additional work time may be given to attend training that meets the employee’s staff
development plan. Travel expenses and registration fees will be reimbursed if funds are
available, upon approval of the library director.

Professional and paraprofessional staff are encouraged to attend library science and related
professional association meetings, such as the American Library Association (ALA) annual
conference, state library association conferences, and regional conferences.

Funds are budgeted for this purpose and staff wishing to attend conferences should indicate their
interest to the library director early in the budget year. If there are not sufficient funds to cover
costs for all employees wishing to attend conferences, funds will be given first towards expenses
of staff members who have official responsibilities or who are officers of the association,
Remaining funds will be prorated so that as many staff members as possible have some financial
support.

Attendance at professional association conferences and meeting will be rotated as equitably as
possible among staff members.

Professional staff is expected to stay familiar with current issues in librarianship by reading
professional journals and library literature. Funds are budgeted to purchase the major
professional journals and books. Requests that the library purchase specific books, periodicals,
videos, audiotapes, and other materials specifically for staff development should be made to the
library director (or other designated staff member). Funds are budgeted to purchase items that
will be useful to more than one staff member. In some cases, videos, films, and audiotapes may
be borrowed or rented for limited use.

In order that training may be shared with other staff, written reports will be required within five
workdays of an employee’s return from training. Employees may also be required to conduct
programs, seminars, and similar activities for other staff. When necessary, one-on-one training
between staff may also be required.

Approved October 1, 2002



2.2a Conference/Workshop request

Conference/Workshop Request

From Date

Position

To: Library Director

| REQUEST THE FOLLOWING TIME OFF TO ATTEND

(DATE (S)

Conference/Workshop name

Location of the Conference/Workshop:

Time: start time End Time

Your request ( ) has been approved ( ) not been approved
Items to be covered

() mileage as per policy

() travel costs (i.e. train, bus, etc.)

() Registration fees

() Motel fees

(Library Director) (Date)



2.3 Equal Opportunity in Employment

The Oswego S. D. Public Library is committed to providing equal employment opportunity for
all persons in all terms, conditions, and privileges of employment, including but not limited to:
position description development, examination, salary and wages, reclassification, leave
accounting and temporary assignment, disciplinary action, restoration, reinstatement,
recruitment, selection, transfer, promotion, training, compensation, benefits, layoff, termination,
retention, certification, testing and other terms and conditions of employment.

The Oswego S.D. Public Library does not discriminate in employment on the basis of race,
creed, religion, sex, color, sexual orientation, national origin or ancestry, age, disability, marital
status, arrest and conviction record, political affiliation, or membership in the national guard,
state defense force or any other reserve component of the military forces of the United States or
this state.

Approved November 16, 2004



2.4 Staff Meetings

Employees are expected to attend regularly scheduled staff meetings for either the whole staff or
individual departments. The purpose of such meetings is to inform staff on policy, news, and
activities, to elicit recommendations when changes are contemplated, to obtain feedback on
Library policy and to exchange information between departments.

Attendance at staff meetings is considered a part of the regular work schedule and is
compensated accordingly and will be held, at a minimum, monthly.

Approved June 2, 2014



2.5 Library Hours
Regular Hours

The regular hours of the Oswego Public Library will be Monday through Thursday 9am to 7pm,
Fridays and Saturday 9am to Spm; Sunday closed.

The upper-level closes 30 minutes before the rest of the library.

The library should be open the minimum required hours according to state of New York
regulations.

Summer Hours
Closing will be addressed each year by the Board of Trustees.
The Director will schedule employees so that the library is adequately staffed.

Approved by the Board: March 8™, 2022



2.6 Sexual Harassment
Date revised 6/4/19 by Oswego Public Library Board of Trustees:

Oswego Public Library is committed to maintaining a workplace free from sexual harassment.
Sexual harassment is a form of workplace discrimination. Oswego Public Library has a zero-
tolerance policy for any form of sexual harassment, and all employees are required to work in a
manner that prevents sexual harassment in the workplace. This Policy is one component of
Oswego Public Library’s commitment to a discrimination-free work environment.

Sexual harassment is against the law. All employees have a legal right to a workplace free from
sexual harassment, and employees can enforce this right by filing a complaint internally with
Oswego Public Library, or with a government agency or in court under federal, state or local
antidiscrimination laws. Policy:

1. Oswego Public Library Policy applies to all trustees, employees, applicants for
employment, interns, whether paid or unpaid, library patrons, contractors and persons
conducting business with Oswego Public Library.

2. Sexual harassment will not be tolerated. Any employee or individual covered by this
policy who engages in sexual harassment or retaliation will be subject to remedial and/or
disciplinary action, up to and including termination.

3. Retaliation Prohibition: No person covered by this Policy shall be subject to adverse
employment action including being discharged, disciplined, discriminated against, or
otherwise subject to adverse employment action because the employee reports an incident
of sexual harassment, provides information, or otherwise assists in any investigation of a
sexual harassment complaint. Oswego Public Library has a zero-tolerance policy for such
retaliation against anyone who, in good faith complains or provides information about
suspected sexual harassment. Any employee of Oswego Public Library who retaliates
against anyone involved in a sexual harassment investigation will be subjected to
disciplinary action, up to and including termination. Any employee, paid or unpaid intern,
or non-employee working in the workplace who believes they have been subject to such
retaliation should inform a supervisor, manager, or the Oswego Public Library Director.
Any employee, paid or unpaid intern or non-employee who believes they have been a
victim of such retaliation may also seek compensation in other available forums, as
explained below in the section on Legal Protections.

4. Sexual harassment is offensive, is a violation of our policies, is unlawful, and subjects
Oswego Public Library to liability for harm to victims of sexual harassment. Harassers
may also be individually subject to liability. Employees of every level who engage in
sexual harassment, including managers and supervisors who engage in sexual harassment
or who knowingly allow such behavior to continue, will be penalized for such
misconduct.

5. Oswego Public Library will conduct a prompt, thorough and confidential investigation
that ensures due process for all parties, whenever management receives a complaint about
sexual harassment, or otherwise knows of possible sexual harassment occurring.



Effective corrective action will be taken whenever sexual harassment is found to have
occurred. All employees, including managers and supervisors, are required to cooperate
with any internal investigation of sexual harassment.

6. All employees are encouraged to report any harassment or behaviors that violate this
policy. Oswego Public Library will provide all employees a complaint form for
employees to report harassment and file complaints.

7. Managers and supervisors are required to report any complaint that they receive, or any
harassment that they observe to [person or office designated].

8. This policy applies to all employees, paid or unpaid interns, and non-employees and all
must follow and uphold this policy. This policy must be posted prominently in all work
locations and be provided to employees upon hiring.

Library Employee/Patron Relationship

Oswego Public Library is committed to ensuring an environment where all Oswego Public
Library patrons free of sexual harassment. The Board views sexual harassment of patrons by
library employees as an abuse of authority and, therefore, such harassment will not be tolerated.
Likewise, sexual harassment of library employees by patrons will not be tolerated. See examples
of sexual harassment below.

Any patron who suspects that she or he has encountered sexual harassment should report the
incident to the Oswego Public Library Director as soon as possible. Any employee who
witnesses or has knowledge of sexual harassment by a library employee against a patron shall
immediately report it to the Director.

Any employee who is being sexually harassed by a patron shall immediately report this to the
Director.

What Is “Sexual Harassment”?

Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and
(where applicable) local law. Sexual harassment includes harassment on the basis of sex,
sexual orientation, gender identity and the status of being transgender. Sexual harassment
includes unwelcome conduct which is either of a sexual nature, or which is directed at an
individual because of that individual’s sex when: [] Such conduct has the purpose or effect of
unreasonably interfering with an individual’s work performance or creating an intimidating,
hostile or offensive work environment, even if the complaining individual is not the intended
target of the sexual harassment;
*  Such conduct is made either explicitly or implicitly a term or condition of employment;
or
« Submission to or rejection of such conduct is used as the basis for employment decisions
affecting an individual’s employment.



A sexually harassing hostile work environment consists of words, signs, jokes, pranks,
intimidation or physical violence which are of a sexual nature, or which are directed at an
individual because of that individual’s sex. Sexual harassment also consists of any unwanted
verbal or physical advances, sexually explicit derogatory statements or sexually discriminatory
remarks made by someone which are offensive or objectionable to the recipient, which cause the
recipient discomfort or humiliation, which interfere with the recipient’s job performance.

Sexual harassment also occurs when a person in authority tries to trade job benefits for sexual
favors. This can include hiring, promotion, continued employment or any other terms, conditions
or privileges of employment. This is also called “quid pro quo” harassment.

Any employee who feels harassed should complain so that any violation of this policy can be
corrected promptly. Any harassing conduct, even a single incident, can be addressed under this

policy.

Examples of sexual harassment

The following describes some of the types of acts that may be unlawful sexual harassment and
that are strictly prohibited:

« Physical assaults of a sexual nature, such as:
o Touching, pinching, patting, grabbing, brushing against another employee’s body
or poking another employees’ body.
o Rape, sexual battery, molestation or attempts to commit these assaults.

« Unwanted sexual advances or propositions, such as:

o Requests for sexual favors accompanied by implied or overt threats concerning
the victim’s job performance evaluation, a promotion or other job benefits or
detriments.

o Subtle or obvious pressure for unwelcome sexual activities.

« Sexually oriented gestures, noises, remarks, jokes or comments about a person’s sexuality
or sexual experience, which create a hostile work environment.

+ Sexual or discriminatory displays or publications anywhere in the workplace, such as:
o Displaying pictures, posters, calendars, graffiti, objects, promotional material,
reading materials or other materials that are sexually demeaning or pornographic.
This includes such sexual displays on workplace computers or cell phones and
sharing such displays while in the workplace.

* Hostile actions taken against an individual because of that individual’s sex, sexual
orientation, gender identity and the status of being transgender, such as:

o Interfering with, destroying or damaging a person’s workstation, tools or
equipment, or otherwise interfering with the individual’s ability to perform the
job;

o Sabotaging an individual’s work; o Bullying, yelling, name-calling



Who can be a target of sexual harassment?

Sexual harassment can occur between any individuals, regardless of their sex or gender. New
York Law protects employees, paid or unpaid interns, and non-employees, including independent
contractors, and those employed by companies contracting to provide services in the workplace.
A perpetrator of sexual harassment can be a superior, a subordinate, a coworker or anyone in the
workplace including an independent contractor, contract worker, vendor, library patron, client,
customer or visitor.

Where can sexual harassment occur?

Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while
employees are traveling for business or at employer sponsored events or parties. Calls, texts,

emails, and social media usage by employees can constitute unlawful workplace harassment,
even if they occur away from the workplace premises or not during work hours.

What is “Retaliation”?

Unlawful retaliation can be any action that would keep a worker from coming forward to make
or support a sexual harassment claim. Adverse action need not be job-related or occur in the
workplace to constitute unlawful retaliation.

Such retaliation is unlawful under federal, state, and (where applicable) local law. The New York
State Human Rights Law protects any individual who has engaged in “protected activity.”
Protected activity occurs when a person has:

+ filed a complaint of sexual harassment, either internally or with any anti-discrimination
agency.

+ testified or assisted in a proceeding involving sexual harassment under the Human Rights
Law or other anti-discrimination law.

« opposed sexual harassment by making a verbal or informal complaint to management, or
by simply informing a supervisor or manager of harassment; [ 1 complained that another
employee has been sexually harassed; or [] encouraged a fellow employee to report
harassment.

Reporting Sexual Harassment

Preventing sexual harassment is everyone’s responsibility. Oswego Public Library cannot
prevent or remedy sexual harassment unless it knows about it. Any employee paid or unpaid
intern or nonemployee who has been subjected to behavior that may constitute sexual harassment
is encouraged to report such behavior to a supervisor, manager or the Oswego Public Library
Director. Anyone who witnesses or becomes aware of potential instances of sexual harassment
should report such behavior to a supervisor, manager, or the Oswego Public Library Director.



Reports of sexual harassment may be made verbally or in writing. A form for submission of a
written complaint is attached to this policy, and all employees are encouraged to use this
complaint form. Employees who are reporting sexual harassment on behalf of other employees
should use the complaint form and note that it is on another employee’s behalf.

Employees, paid or unpaid interns or non-employees who believe they have been a victim of
sexual harassment may also seek assistance in other available forums, as explained below in the
section on Legal Protections.

Supervisory Responsibilities

All supervisors and managers who receive a complaint or information about suspected sexual
harassment, observe what may be sexually harassing behavior or for any reason suspect that
sexual harassment is occurring, are required to report such suspected sexual harassment to the
Oswego Public Library Director.

In addition to being subject to discipline if they engaged in sexually harassing conduct
themselves, supervisors and managers will be subject to discipline for failing to report suspected
sexual harassment or otherwise knowingly allowing sexual harassment to continue.

Supervisors and managers will also be subject to discipline for engaging in any retaliation.

Complaint and Investigation of Sexual Harassment

All complaints or information about suspected sexual harassment will be investigated, whether
that information was reported in verbal or written form. Investigations will be conducted in a
timely manner, and will be confidential to the extent possible.

An investigation of any complaint, information or knowledge of suspected sexual harassment
will be prompt and thorough, and should be completed within 30 days. The investigation will be
confidential to the extent possible. All persons involved, including complainants, witnesses and
alleged perpetrators will be accorded due process to protect their rights to a fair and impartial
investigation. Any employee may be required to cooperate as needed in an investigation of
suspected sexual harassment. Employees who participate in any investigation will not be
retaliated against.

Investigations will be done in accordance with the following steps:

« Upon receipt of complaint by an employee, volunteer or intern, the individual’s
supervisor (or Director if the complaint is about the supervisor) will conduct an
immediate review of the allegations, and take any interim actions, as appropriate. If
complaint is oral, encourage the individual to complete the “Complaint Form” in writing.
If he or she refuses, prepare a Complaint Form based on the oral reporting. If a
complaint is made by a patron, or trustee, the Director with conduct an immediate review
and follow the actions listed above.



« If documents, emails or phone records are relevant to the allegations, take steps to obtain
and preserve them.

« Request and review all relevant documents, including all electronic communications.

« Interview all parties involved, including any relevant witnesses;

+ Create a written documentation of the investigation (such as a letter, memo or email),
which contains the following:

o A list of all documents reviewed, along with a detailed summary of relevant
documents; o A list of names of those interviewed, along with a detailed summary of
their statements; o A timeline of events; o A summary of prior relevant incidents,
reported or unreported; and o The final resolution of the complaint, together with any
corrective actions action(s).

+  Keep the written documentation and associated documents in the employer’s records.

*  Promptly notify the individual who complained and the individual(s) who responded of
the final determination and implement any corrective actions identified in the written
document.

« Inform the individual who complained of their right to file a complaint or charge
externally as outlined below.

Legal Protections and External Remedies

Sexual harassment is not only prohibited by Oswego Public Library but is also prohibited by
state, federal, and, where applicable, local law.

Aside from the internal process at Oswego Public Library, employees may also choose to pursue
legal remedies with the following governmental entities at any time.

New York State Division of Human Rights (DHR)

The Human Rights Law (HRL), codified as N.Y. Executive Law, art. 15, § 290 et seq., applies to
employers in New York State with regard to sexual harassment, and protects employees, paid or
unpaid interns and non-employees regardless of immigration status. A complaint alleging
violation of the Human Rights Law may be filed either with DHR or in New York State Supreme
Court.

Complaints with DHR may be filed any time within one year of the harassment. If an individual
did not file at DHR, they can sue directly in state court under the HRL, within three years of the
alleged discrimination. An individual may not file with DHR if they have already filed a HRL
complaint in state court.

Complaining internally to [Oswego Public Library] does not extend your time to file with
DHR or in court. The one year or three years is counted from date of the most recent incident
of harassment. You do not need an attorney to file a complaint with DHR, and there is no cost
to file with DHR. DHR will investigate your complaint and determine whether there is
probable cause to believe that discrimination has occurred. Probable cause cases are forwarded



to a public hearing before an administrative law judge. If discrimination is found after a
hearing, DHR has the power to award relief, which varies but may include requiring your
employer to take action to stop the harassment, or redress the damage caused, including paying
monetary damages, attorney’s fees and civil fines.

DHR’s main office contact information is: NYS Division of Human Rights, One Fordham Plaza,
Fourth

Floor, Bronx, New York 10458, (718) 741-8400 [appropriate other contact info],
www.dhr.ny.gov Contact DHR at (888) 392-3644 or visit dhr.ny.gov/complaint for more
information about filing a complaint. The website has a complaint form that can be downloaded,
filled out, notarized and mailed to DHR. The website also contains contact information for
DHR’s regional offices across New York State.

United States Equal Emplovment Opportunity Commission (EEOC)

The EEOC enforces federal anti-discrimination laws, including Title VII of the 1964 federal
Civil Rights Act

(codified as 42 U.S.C. § 2000e et seq.). An individual can file a complaint with the EEOC
anytime within 300 days from the harassment. There is no cost to file a complaint with the
EEOC. The EEOC will investigate the complaint, and determine whether there is reasonable
cause to believe that discrimination has occurred, at which point the EEOC will issue a Right to
Sue letter permitting the individual to file a complaint in federal court.

The EEOC does not hold hearings or award relief, but may take other action including pursuing
cases in federal court on behalf of complaining parties. Federal courts may award remedies if
discrimination is found to have occurred.

If an employee believes that he/she has been discriminated against at work, he/she can file a
“Charge of

Discrimination.” The EEOC has district, area, and field offices where complaints can be filed.
Contact the EEOC by calling 1-800-669-4000 (1-800-669-6820 (TTY)), visiting their website at
www.eeoc.gov or via email at info@eeoc.gov

If an individual filed an administrative complaint with DHR, DHR will file the complaint with
the EEOC to preserve the right to proceed in federal court.

Local Protections

Many localities enforce laws protecting individuals from sexual harassment and discrimination.
An individual should contact the county, city or town in which they live to find out if such a law
exists. For example, employees who work in New York City may file complaints of sexual


http://www.dhr.ny.gov/

harassment with the New York City Commission on Human Rights. Contact their main office at
Law Enforcement Bureau of the

NYC Commission on Human Rights, 40 Rector Street, 10th Floor, New York, New York; call
311 or (212) 306-7450; or visit www.nyc.gov/html/cchr/html/home/home.shtml

Contact the Local Police Department

If the harassment involves physical touching, coerced physical confinement or coerced sex acts,
the conduct may constitute a crime. Contact the local police department.

Revised June 2019
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2.6a Sexual Harassment Complaint Form

Complaint Form For (" tew | combating

Reporting Sexual Harassment 7' | Sexual Harassment

North Country Library System

New York State Labor Law requires all employers to adopt a sexual harassment prevention policy that
includes a complaint form for employees to report alleged incidents of sexual harassment.

If you believe that you have been subjected to sexual harassment, you are encouraged to complete this form
and submit it to [person or office designated; contact information for designee or office; how the form can be
submitted]. Once you submit this form, your employer must follow its sexual harassment prevention policy and
investigate any claims.

If you are more comfortable reporting verbally or in another manner, your employer is still required to follow its
sexual harassment prevention policy by investigating the claims as outlined at the end of this form.

For additional resources, visit: ny.gov/icombatting-sexual-harassment

COMPLAINANT INFORMATION

Name:

Home Address: Home Phone:

Work Address: Work Phone:

Job Title: Email:

Select Preferred Communication Method: (please select one)

SUPERVISORY INFORMATION
Immediate Supervisor's Name:
Title:

Work Phone: Work Address:

COMPLAINT INFORMATION
1. Your complaint of Sexual Harassment is made against:
Name: Title:

Work Address: Work Phone:

Adoption of this form does not constitute a conclusive defense to charges of unlawful sexual harassment. Each claim of

sexual harassment will be determined in accordance with existing legal standards, with due consideration of the particular P 10f4
facts and circumstances of the claim, including but not limited to the exi: of an effective anti-har policy and agelo
procedure.




Relationship to you: Supervisor Subordinate Co-Worker Other

2. Please describe the conduct or incident(s) that is the basis of this complaint and your reasons for
concluding that the conduct is sexual harassment. Please use additional sheets of paper if necessary and
attach any relevant documents or evidence.

3. Date(s) sexual harassment occurred: Is the sexual harassment continuing? Yes No

4. Please list the name and contact information of any witnesses or individuals that may have
information related to your complaint: The last two questions are optional, but may help facilitate the
investigation.

5. Have you previously complained or provided information (verbal or written) about sexual harassment
at [Name of employer]? If yes, when and to whom did you complain or provide information?

Employees that file complaints with their employer might have the ability to get help or file claims with
other entities including federal, state or local government agencies or in certain courts.

6. Have you filed a claim regarding this complaint with a federal, state or local government agency? Yes
No

Have you instituted a legal suit or court action regarding this complaint? Yes No
Have you hired an attorney with respect to this complaint? Yes No

| request that [name of employer] investigate this complaint of sexual harassment in a timely and
confidential manner as outlined below, and advise me of the results of the investigation.

Signature: Date: R

Revised & accepted 6/4/19



2.7 Theft of Services or Property

The theft of services or property from the Library by an employee will result in immediate
disciplinary action that can lead to dismissal or other penalty, and shall not preclude the filing of
criminal or civil charges by the Board of Trustees.

Approved 2/7/2009



2.8 Staff Separation

An employee may be dismissed upon provision of at least sixty (60) days notice with pay during
the probationary period only upon the recommendation of the Director and majority vote of the
Board of Trustees in accordance with the Education Law.

The Board shall expect any employee desiring to terminate his/her services to provide the Board
with a minimum of two weeks (14) days’ notice before the effective termination date.

Upon resignation, staff shall be reimbursed for any unused vacation or sick time.
Resignations must be in writing and include the effective date.

Approved 5/7/2019



2.9 Resolutions of Problems & Whistleblowing

The Library Board of Trustees endeavors to satisfy concerns and resolve problems, whatever
they may be: working conditions, policies, alleged discrimination or anything else that threatens
a productive work environment. The procedure for reporting problems is as follows:

1. The employee will bring the problem to the attention of the Director (or immediate
supervisor) within ten (10) working days of the occurrence. The Director will investigate
and attempt to resolve the situation. If the employee is not satisfied with the results.

2. The employee will submit, in writing, his/her concerns to the chair of the Personnel
Committee/Board of Trustees who will investigate the circumstances and return a
decision to the employee within five (5) working days.

The Library Board’s decision on a given issue is not intended to set precedent, nor bind future
decisions, unless so stated as a library policy.

Whistleblowing:

The Oswego Public Library encourages all staff, board members and volunteers, acting in good
faith to report suspected or actual wrongful conduct. Any Oswego Public Library staff member,
board member or volunteer who reports a suspected or actual wrongful conduct, in good faith,
will not be fired or otherwise retaliated against for making the report. This policy applies to all
employees, volunteers, and agents of The Oswego Public Library, including the Director and the
Board of Trustees.

The objectives of the Oswego Public Library Whistleblower and Ethical Behavior Policy are to
establish standards of conduct and procedures for:

e The submission of concerns, on a confidential basis, regarding:

a. Harassment and bullying, sufficiently severe or pervasive to create a hostile work
environment, or resulting in a tangible change in an employee’s employment status or
benefits

b. Questionable accounting or auditing actions by employees, trustees, officers and other
stakeholders of the organization;

c. Wrongful conduct such as a violation of applicable state and/or Federal laws and
regulations; a serious violation of the Oswego Public Library Policy; or the use of
Oswego Public Library property, resources, or authority for personal gain or other non-
Oswego Public Library purpose except as provided under Oswego Public Library policy.

d. The receipt, retention, and treatment of complaints received by the organization regarding
harassment, accounting, internal controls, auditing matters or other wrongful conduct.

e. The protection from retaliatory actions of trustees, employees, and volunteers reporting
concerns.



Reporting Responsibility

Each trustee, employee, and volunteer of the Oswego Public Library has an obligation to report
in accordance with this Whistleblower and Ethical Behavior Policy (a) harassment or bullying;
(b) questionable or improper accounting or auditing matters; (c) violations and suspected
violations of this policy and; (d) wrongful conduct.

Authority of the Board of Trustees

All concerns submitted in writing will be forwarded to the President of the Board of Trustees in
accordance with the procedures set forth below. The President shall be responsible for
designating the appropriate committee to investigate and make appropriate recommendations to
the Board of Trustees with respect to the following: (a) concerns that originate from trustees and
other non-employees or; (b) concerns submitted by employees that have not been resolved by the
Oswego Public Library Director to the satisfaction of the complainant.

Reporting Procedures and Corrective Action for Employees

Employees should first discuss their concern, in confidence, with their immediate supervisor. If,
after speaking with his or her supervisor, the employee is convinced that his or her concern is
unwarranted or that, in the opinion of the employee, the supervisor will take appropriate steps to
resolve the employee’s concern no further action is required by the employee.

e However, further action is required if the employee: (a) continues to have reasonable
grounds to believe the concern is valid and that the response of his or her immediate
supervisor is not adequate or; (b) the immediate supervisor recommends that the issue
should be referred to a higher level in the organization. In this situation the employee
should write a formal complaint which the first level supervisor is obligated to take to the
Oswego Public Library Director (or Acting Director) in five working days.

e The Director shall promptly inform the employee of receipt of the complaint. A copy of
the complaint shall be forwarded to the President of the Board of Trustees. The Director
shall investigate the circumstances of the complaint in a timely fashion and, where
warranted, take disciplinary and other actions. At the completion of the investigation, the
Director shall provide the employee initiating the complaint and the President with a
written summary of the action taken.

e Notwithstanding the procedure stated above, if the employee’s supervisor is the subject
of the employee’s concern or is possibly involved, the employee may choose to discuss
their concern directly and in confidence with the Director and then write a formal
complaint. It is the responsibility of the Director to investigate promptly the
circumstances of the complaint in the manner stated in the previous paragraph.



e In extraordinary circumstances, and after due consideration, an employee who suspects or
believes that the Director is involved in unethical or illegal behavior may take his or her
concerns directly to the President of the Board of Trustees using the procedure below
entitled “Reporting Procedures for Trustees and Other Volunteers.

Reporting Procedures and Corrective Action for Individuals Not Employed by OSWEGO
PUBLIC LIBRARY

Oswego Public Library trustees, volunteers, individuals and members of the general public
should submit concerns in writing directly to the President of the Board of Trustees. If the
President of the Board of Trustees is not available or is the subject of the concern, the complaint
should be directed to the Vice-President of the Board of Trustees.

e The President shall be responsible for designating an appropriate committee, as
circumstances dictate, to investigate and make appropriate recommendations to the Board
of Trustees, with respect to all concerns received in writing. The designated committee
has the authority to retain outside legal counsel, accountants, private investigators, or any
other source deemed necessary to conduct a full and complete investigation of the
allegations.

e The President shall inform the originator of the receipt of the written complaint. All
trustees of Oswego Public Library shall be informed of the nature of the complaint with
emphasis on maintaining the confidentiality appropriate for personnel issues.

e The Board of Trustees and its designated committee shall resolve all complaints in a
timely fashion and inform the individual submitting the complaint of the Board’s final
action.

Acting in Good Faith

Anyone reporting a concern must act in good faith and have reasonable grounds for believing the
information disclosed indicates harassment or bullying; a questionable or improper accounting or
auditing practice; a violation or suspected violation of this Oswego Public Library Policy; or
wrongful conduct.

The act of making allegations that prove to have been made maliciously, recklessly, or with the
foreknowledge that the allegations are false, will be viewed as a serious disciplinary offense and
may result in discipline, up to and including termination of employment or dismissal from the
trustee or volunteer position.



Confidentiality

Reports of concerns and their investigations shall be kept confidential to the extent possible,
consistent with the need to conduct an adequate investigation. Disclosure of reports of concerns
to individuals not involved in the investigation will be viewed as a serious disciplinary offense
and may result in discipline, up to and including termination of employment. Such conduct may
also give rise to other actions, including civil lawsuits.

No Retaliation Provision

This Whistleblower and Ethical Behavior Policy is intended to encourage and enable employees,
trustees, volunteers and others to raise concerns within Oswego Public Library for investigation
and appropriate action. With this goal in mind, no trustee, employee or volunteer who, in good
faith, reports a concern shall be subject to retaliation or, in the case of an employee, adverse
employment consequences. Moreover, an employee, trustee or volunteer who retaliates against
someone who has reported a concern in good faith shall be subject to discipline, up to and
including termination of employment or dismissal from the trustee or volunteer position.

Adopted 6/4/19



2.10 Employee Personnel Records and Release of Information

Personnel Records:

Administrative regulations will be developed to implement the terms of this policy to maintain a
personnel file for each person employed by the Library

Regulations and procedures will be developed addressing the inspection of Library employees of
their personnel files.

Release of Personnel Information:

All steps should be taken to protect the privacy of the employees of the Oswego Public Library.
To ensure that the individual’s privacy, directory or confidential information should not be
shared with a third party except in the following situations:

a) When members of the Board of Trustees need information from the employee’s
personnel record to aid them in performing their legal responsibilities in such matters as
appointments, assignments, promotions, demotions, remuneration, discipline, dismissal
or to aid in the development and implementation of personnel policies.

b) When the employee grants permission.

Procedures for obtaining consent for release of records to third parties shall be developed by the
administration.

Release of information concerning former Employees

The library shall not release information concerning the employment records, personnel file or
past performance of a former employee, unless such information is required to be disclosed by
law. Only the initial and final dates of employment and the position held shall be provided
through written request. The former employee may authorize the release of any additional
information.

Adopted: May 4, 2014



2.11 Employee Activities
Political Activities:

The Board recognizes the right of its employees, as citizens, to engage in political activities and
to exercise their constitutionally protected rights to address matters of public concern.

However, a library employee’s constitution rights to raise matters of public concern are limited
when the speech or action occurs on library grounds, and/or during library times. When such
speech or action occurs on library property and/or during library hours, the Trustees can impose
reasonable restrictions on the time, place, and manner of speech or action, and can further
regulate the content of such speech when it materially imperils the efficient operation of the
library.

Library employees may not use the library as a means to promote their personal political views
and beliefs.

Solicitation by Staff Personnel

Staff members shall not be engaged in advertising or commercial solicitation on library time,
except as authorized by the Board of Trustees and/or designee.

Adopted: July 21, 2009



2.12 Discipline and Discharge of Employees

It is the intent of the Board of Trustees of the Oswego Public Library that no employee will be
disciplined or discharged without due process.

Prior to any action against an employee, the employee will be informed about the conduct that is
unacceptable and a written agreement reached on how the inappropriate conduct will be
addressed.

If there is further misconduct, the Library Director will, in writing, notify the provisional or
probationary employee after meeting the minimal probationary period that a recommendation for
termination will be made to the Board of Trustees at a meeting not less than thirty (30) days from
the date of notification. Upon a majority vote decision by the Board of Trustees, the employee
will be given a letter stating that his/her employment will end at a specified date thirty (30) days
from the date of the letter.

If requested by the provisional or probationary employee no later than 21 days before the board
meeting at which the recommendation will be considered, the Library Director must provide, in
writing, the reason(s) for the proposed dismissal recommendation within seven days after the
request. The employee may file a written response with the Secretary of the Board of Trustees
seven days before the board meets to consider the recommendation for dismissal

Employees who have successfully completed the probationary period and are protected by
Section 75 rights will be disciplined and/or discharged in accordance with applicable Civil
Service Law.

Adopted: May 4, 2014



2.13 Dress Code

Public image plays an important role in developing and maintaining support for the Oswego
Public Library. In order to maintain a public image consistent with a professional organization,
it is expected that each staff member’s dress and grooming will be appropriate for a business
environment and in keeping with his/her work assignment. Health and safety standards must
also be considered in dressing for work.

Clothing and accessories must be neat and clean, and should not draw inappropriate or disruptive
attention to the individual. Staff members, who shelve materials, work outdoors or whose work
is confined to the back office areas may dress more casually when performing these duties.

Staff shall wear ID tags designation their position during working hours.

Staff working in public areas may not wear radio or cassette player headphones. Questions
regarding appropriate attire or exceptions to the dress code must be directed to the Director.

Approved: 6/3/14



2.14 Use of Volunteers

The Oswego Public Library welcomes and encourages members of the community to volunteer
their time and talents to enrich and expand library services. Volunteers are expected to conform
to all policies of the Oswego Public Library and the rules outlined in the volunteer handouts, and
are selected and retained for as long as the library needs their services. Volunteers may be used
for special events, projects, and activities or on a regular basis to assist the staff. Services
provided by volunteers will supplement, but not replace, regular services. Volunteers will not be
used in place of hiring full or part time staff. Volunteers may apply for paid positions under the
same conditions as other outside applicants.

Approved: Approved May 4, 2014



2.14A Volunteer Application Form

OSWEGO PUBLIC LIBRARY VOLUNTEER APPLICATION

Name Date
Street Address Home Phone
City/State/Zip Work Phone
Email Address
AVAILABILITY:
Volunteer Long-term  Volunteer Short-term _ Internship

Indicate the number of hours per day you would like to volunteer

Morning Afternoon Evening

# of hours # of hours # of hours

MONDAY
TUESDAY
WEDNESDAY
THURSDAY
FRIDAY
SATURDAY

Are there any physical conditions to be taken into consideration in arranging volunteer/internship
assignments for you? Yes No if “Yes”, please explain:

SKILLS

Current/previous work or occupation:

Previous volunteer/internship experience or community affiliations:

Hobbies/interests/skills:

Special training, certification:




Please check any in which you have experience:

MS Word Customer Service Telephone Etiquette
MS Excel Library Online Catalog Teaching/Instructing
MS Powerpoint Audio Visual Equipment Research/Genealogy
MS Access Internet Searching Social Media
MS Outlook Data Entry Cloud Services
MS Publisher Photo Editing/Photoshop Tech Troubleshooting
Tablets & e-readers Teleconferencing equipment Marketing/Advertising
REFERENCES:
List two personal references, other than family members (full name, address, phone):
Name Name
Relationship Relationship
Address Address
City City
State Zip State Zip
Phone Number Phone Number

AUTHORIZATION TO CHECK REFERENCES:

I hereby certify that the information contained in this application form is true and correct to the best of my
knowledge and agree to have any of the statements checked unless I have indicated to the contrary. |
authorize the references listed above, as well as all other individuals who you may contact, to provide any
and all information concerning my previous employment and any other pertinent information that they
may have. I understand that I am not an employee of the Oswego Public Library and that any duties I
perform are as a volunteer/intern. I agree to abide by the procedures set forth by the Oswego Public
Library for my assigned work duties.

Signature: Date:




2.15 Workplace Use of Documents

Rights on use of e-mail, voice mail, memos and other workplace documents are as follows:

E-mail, voice mail, and print information on Library stationery are considered to be the
property of the Library, no matter what the original intent of the information. Personal
messages, notes or information should not be stored on the computer, left in one's desk,
or left on voice mail.

Any document created by the employee is the property of the employer including time
sheets, desk logs, and memos between employees.

No other communication may be copied or removed from the building.
Items such as memos to individual employees, letters, interdepartmental communications,
desk logs, and time sheets are not part of the public forum and may not be copied. They

are not meant for public use and may be misinterpreted by the public.

If a staff member needs a copy of a document, the supervisor must be contacted. If the
need is in relation to a grievance, See policy 2.10.

Approved 6/3/14



2.16 Pay date when patrol lands on Holidays
Removed. Now part of 4.1

Approved by the Board: March 8™, 2022



2.17 Closing Time for Holidays
On Memorial Day and Labor Day, the library will be closed on Saturday, Sunday and Monday.

When July 4 and Christmas day falls on a Friday, the library will be closed Friday, Saturday, and
Sunday.

When July 4 and Christmas day falls on a Sunday or Monday, the library will be closed
Saturday, Sunday, and Monday.

For Thanksgiving eve, Christmas eve and New Years eve, the library will be closed at SPM.

Staff scheduled for the evening shifts will be rescheduled to the dayshift. For example:
individual scheduled for the 12 to 8 shift would work 9 to 3 or 9 to 5.

Approved by the Board: March 8™, 2022



3. Workplace Policies
3.1 Paid Holidays

New Year’s Day, Martin Luther King’s Day, President’s Day, Memorial Day, Juneteenth, July 4,
Labor Day, Columbus Day, Veteran’s Day, Thanksgiving, the day after Thanksgiving, and
Christmas Day.

The library will be closed Easter Sunday and any staff member normally scheduled to work
Sundays will be rescheduled to work a weekday.

Should Christmas, New Year’s, or July 4™ fall on a Sunday; the library will celebrate the holiday
according to the State & Federal calendar. The library will be closed on Sunday and State and
Federal designated holiday with any individual normally scheduled to work both Sunday &
designated holiday rescheduled to work one (1) weekday.

Approved: July 13, 2021



3.2 Vacation Leave
A vacation is primarily for a change and relaxation.

Vacation time with pay shall be granted, work schedule permitting, at the time requested by the
employee. If work makes it necessary to limit the number of employees on vacation at the same
time, employees with seniority shall be given choice of vacation time.

Vacation time must be used within the calendar year. There will be no carryover.

Years of Service Vacation (working) days
0-1 year Y day for each month
1-4 years 10 days

5-11 years 15 days

12-14 years 20 days

15-19 years 22 days

20 or more years 25 days

Approved: September 14, 2021

Request for vacation leave must be submitted to the Oswego Public Library Director in writing
at least two (2) weeks before the date that the leave will begin. Every effort will be made to
accommodate leave request during holiday. But staffing may preclude approval of our request

The Library Director’s leaves of over 3 weekdays should be submitted to the chair of the
Personnel & Services Committee for approval. If the Chair is unavailable, the Board
President may handle this.

Denial of Annual Leave Requests

1. No one will be granted Annual Leave when another staff person is already scheduled for
any part of the time, unless the work of the department can be covered so that there will be no
interruption in service. Leaves of professional staff should be coordinated to avoid
simultaneous absences.




3.2a Vacation/Bereavement request form

YACATIONTERSONALSSICK TIME
Dswego Public Libreary

Dt

From

Powilinn:

To: Personnel Hepresentative/’Board of Trostees
[ request the Gllowing day(s) ws ¢ ) vacation [ ) Personal () Bereavement { hirthday

Lare (5] requested

Signature ol Sl member

Your reguest {1 is appeoved © ) s nol approved. Dale

sienature of Board Represcntative
I hawe laken iy vl vacation (e prior (o this roguest, Tpon approval
of this request , | will have  davs remoining. [ am entitled wo (59 0000 {15 (17
veation days por yvear, (Cirele the nunzber of vacation davs that you are cudtled te.)
Thuve luken _ dagys ol personal time prer to this request. Tipon approval of
this request, | will have  dawvs remaining. | am entitled to 2 personal days.

I am cntitled to 1 birthday day per vear ro use when [wizshe. Upon approval of
vhis reguest, Tedll have O remaining,

1 b tuken diys ol bereavement lime prior (6 Lhis reques), Upen
approval of this request, 1 will have days remaining, Tom entitled w3
ITII.'!'IT!H wimen| [iH_‘_L':‘i PCT Y sAr,

1 hirve sick uys remaining,



3.3 Sick Leave Policy

After a probationary period of three (3) months, all full time and regular part-time employees
receive 12 paid sick days per year.

All eligible employees accrue one sick day of sick leave benefits for each calendar month in
which the employee works. All unused sick leave will be carried over to the next calendar year.
Employees will be reimbursed up to forty (40) days worth of sick time upon separation of
service.

Temporary employees are ineligible for paid sick leave benefits. Sick leave is provided to protect
employees in cases of actual sickness and should not be considered as an alternative way to get
additional vacation time.

Employees may use accrued leave following a written request to the director for the following
reasons impacting the employee or members of their family for whom they ar providing care or
assistance with care.

For doctors appointments, but I’m sure adequate staffing, request must be submitted to the
director at least one week in advance excepting any emergency.

For mental or physical illness, injury, or a health condition, regardless or whether it has been
diagnosed or requires medical care at the time of the request for leave; or

For the diagnosis, care, or treatment of mental or physical illness, injury or health condition or
need for diagnosis or preventative care.

Approved: July 13, 2021



3.4 Sick Bank for Staff

The purpose of the SICK BANK is to provide participating staff with additional paid sick leave
in the event of surgery or catastrophic illness, with an extended recuperation period.

The Sick Bank policy is created and administrated by the staff. It is then accepted by the Board
of Trustees.

Definition of SICK DAY

e for full time staff, one sick day equals 7 hours;

e for 20 hour per week staff, one sick day equals 4 hours (even if scheduled to work 20
hours within a 3 day span);

e For 25 hour per week staff, one sick day equals five (5) hours (even if scheduled to work
25 hours within a 4 day span.);

e for 30 hour per week staff one sick day equals 6 hours (even if scheduled to work the full
30 hours over a 4 day span).

No one may participate in the SICK BANK during the first year of employment with the Library.

Participating staff members must contribute a minimum of one (1) day per year. Once these
days are turned over to the SICK BANK, approval by the committee will be required to use these
days.

Days offered to the SICK BANK will be deducted from staff members’ sick leave on the day of
their donation, if there is a current need for days. If the SICK BANK becomes depleted of
hours, participants may be asked to contribute extra time.

Donations to the SICK BANK may be done at any time of the year. A committee of three (3)
individuals will act on any requests to use time from the SICK BANK. The Director will be one
of the committee members. The other two will be volunteers but must be approved by the SICK
BANK participants.

Members must request use of SICK BANK time in writing prior to the need, if at all possible.

Members must have used all of their sick leave and personal leave prior to using time from the
SICK BANK.

The committee will meet to discuss the request. Response should be made as soon as humanly
possible.

At the end of the fiscal year if the employee has returned to work and has been cleared to work
their regularly scheduled hours, unused sick bank time is to be returned to the sick bank

SICK BANK time will be distributed at the discretion of the committee.



If the member chooses to use the SICK BANK time as well as State Insurance Fund or Worker’s
Compensation Board time, the Library will be reimbursed a portion of that time. Any days or
partial days reimbursed by the State Insurance Fund or Worker’s Compensation Board for days
deducted from the SICK BANK shall be restored to the BANK and not to the individual.

Members who are eligible for the Board’s sick leave reimbursement upon retirement may choose
to donate any excess unused sick leave to the SICK BANK. Members who are not eligible for
the Board’s sick leave reimbursement upon retirement may choose to donate any unused sick
leave to the SICK BANK. Members who are leaving the employment of the library, but not
retiring, may choose to donate any unused sick leave to the SICK BANK. The donation may
occur at any time during the fiscal year.

Permission to establish & maintain SICK BANK given from the Board to the staff Aug 2007

Approved May 4, 2014



3.5 Personal Leave

It is the policy of the library to grant employees personal days to meet personal and individual
needs.

All employees with more than six (6) months of service shall be entitled to two (2) paid personal
days per calendar year, with approval of the Director.

Personal days must be approved in advance, except in the cases of emergency.
Personal days may not be carried over into the next calendar year.
Personal leave is not to be used to extend vacation leave or sick leave.

Employees, if possible, must give the Director 24 hours’ notice of their intention to take a
personal day.

One day per year, paid, may be taken for a birthday which may be used at any time during the
calendar year with no carryover.

Revised 6/2021



3.6 Bereavement Leave Policy

Full-time employees are entitled to three (3) days leave with pay upon the death of a member of
the immediate family to attend to family matters within the state of New York and up to five (5)
days leave with pay if outside the state.

Immediate family is defined as employee’s spouse, domestic partner, child, legal ward,
grandchild, foster child, mother, father, legal guardian, grandmother, grandfather, brother, sister,
father-in-law, mother-in-law, and or other relatives residing in the employee’s household.

For the death of a person(s) other than those defined above, an employee is entitled to one (1)
day of leave with pay.

Part-time employees are entitled to be paid for any of the three succeeding working days from
date of death which the part-time employee would have normally worked.

Notice to the Director for bereavement leave, should be given as soon as possible.

Revised 6/2021



3.7 Jury Duty and Court Appearance policy

a) Jury Duty. Leave for jury duty shall be granted for the entire day with pay without regard to
the time of dismissal from jury service, provided the employee notifies their immediate superior
within two (2) business days of receipt of the jury notice.

b) Court Appearances. Those required to appear in court on matters relating to the Library and at
the request of the Library will be granted time off with pay.

Approved by the Board: April 12, 2022



3.8 Leave of Absence

An employee may be granted a leave of absence without pay upon recommendation of the
Director and approval of the Board of Trustees. Leave of Absence may be requested for; school
attendance, travel, illness not covered by sick leave, family — maternity — paternity leave, or
work experience elsewhere that would benefit the library. Whenever possible, an employee
wishing Leave of Absence must notify the Director in writing at least 14 days in advance. This
written notice includes expected dates the Leave should begin and end, and the reason for the
request. If two or more employees wish a leave of absence at the same time, seniority will
prevail.

Revised 6/2021



3.9 Military Leave

A full-time or part-time regular employee who is a member of the National Guard or of a reserve
component of the Armed Forces of the United States who is required to attend annual field
training will be granted a leave of absence with full pay less compensation earned in
performance of such training.

This leave is in addition to vacation leave. If a regular employee is called to active duty, an
indefinite military leave of absence without pay will be granted. The employee should apply for
reinstatement at least 60 days prior to the date on which he/she intends to return. If the return
occurs within six months, the employee will be reinstated in the original position without loss of
seniority. If the return occurs after six months, and the original position is not available, a
comparable or similar position will be offered. Seniority will not accrue during this second six-
month period

Approved 6/3/14



4. Compensation & Employee Benefits
4.1 Payroll Policy

Compensation rates are established by actions taken by the Library Board of Trustees at their
public meetings. Employees are paid every two (2) weeks. The Oswego Public Library will not
accept responsibility for any employee’s personal finances.

Deductions made from each paycheck may include:

Federal Income Tax is withheld in accordance with the number of exemptions claimed by the
employee on the withholding form on file.

State Income Tax deductions are made in accordance with the current rate.
Social Security Tax (FICA) deductions are made in accordance with the current rate.
If pay dates fall on a holiday, pay checks will be given out prior to the holiday.

Approved by the Board: March 8%, 2022



4.2 Compensatory Time

*This Policy has been eliminated

Approved by the Board of Trustees on December 14, 2021



4.3 Health Insurance:

Full time employees (35 hours) will receive the following health benefits:

Type of Coverage Library Contribution Employee pays
Family coverage 85% 15%
Single 95% 5%

Staff working more than 20 hours/week are eligible for ' health benefit package.
Medicare eligible employees are mandated to move to a group Medicare policy

Approved: September 14, 2021



4.4 Retiree Health Insurance

Employees who retire from the Oswego S.D Public Library with a minimum of 10 years of
service to the Oswego S.D. Public Library may continue individual or family coverage in the
group health insurance plan available to active employees as per the library’s Health Insurance
Benefits, from the time of their retirement until they become Medicare eligible. Full cost of the
coverage will be paid by the retiree. This benefit will be effective as of August 1, 2009.

Adopted October 6, 2009



4.5 Workers’ Compensation

Employees injured in the performance of their duties are covered by Workers’ Compensation
Insurance. Employees shall report work-related injuries immediately to the Library Director,
Librarian or Secretary in that order of availability. Delay in reporting, if necessary, must be
justified to the satisfaction of the Board of Trustees and/or the insurance agency.

New York State Disability Insurance
New York State Pension Plan

Approved 2/7/2009



4.6 Payment in Lieu of Health Insurance

Any employee who meets all of the eligibility requirements for Health Insurance coverage may
elect to “opt-out” of the Health Insurance Plan offered by the Oswego Public Library. Such
election shall be made in writing and accompanied by proof of alternative health coverage.

Employees who are eligible for individual coverage but elect to “opt-out” will receive a stipend
of $1500.

Employees who are eligible for family coverage but elect to “opt-out” will receive a stipend of
$3000.

Stipends will be annualized. Payment will begin with the first pay period after the election to
“opt-out”.

Adopted: April 3, 2012



4.7 Substitute Pay

A substitute employee means any person employed to replace a classified employee who is
temporarily absent from duty.

Substitutes will be paid the minimum wage.

Approved: June 30, 2021



4.8 Travel Expense Reimbursement

Members of the Board of Trustees or employees of the Oswego Public Library shall be
reimbursed for the use of a personal vehicle for official library business when and as authorized
by the Board of Trustees or designated appointee.

An official log of daily mileage shall be maintained by the mileage claimant. It shall be approved
by a Board representative before submission of payment. The daily log shall include date,
mileage, purpose and places traveled to and from.

The rate of reimbursement shall be according to IRS mileage rates.

Adopted 4/4/17



4.8a Log of Mileage for Library Business

OSWEGO PUBLIC LIBRARY

120 EAST SECOND STREET
OSWEGO NY

LOG OF MILEAGE FOR LIBRARY BUSINESS

Name: Date:
Position:

Date Purpose To/From Mileage
Total Miles miles +X .IRS RATE per mile Amount pd.
Signatures:

Claimant Date

Board of Trustee representative

Revised 4/4/17

Date




5. Materials Selection
5.1 Use of Library Materials

The library recognizes that many materials are controversial and that any given item may offend
some library user. Selections will not be made on the basis of any anticipated approval or
disapproval, but solely on the merits of the work in relation to the building of the collection and
serving the interests of the community.

Library materials will be sequestered or controlled only for the sole purpose of protecting it them
from theft or injury, but no further.

The Oswego SD Public Library takes the position that its staff members do not act in
locoparentis. It is the parent or person having responsibility for the child and only that person
whom may restrict the child’s access to library materials. The parent who; would rather his/her
child not have access to certain materials should so advise the child. The only restriction placed
on an adult card is that a person must be 18 or older to take out video recordings. This is based
solely upon the high fines placed upon overdue videos and the parent’s ultimate responsibility
for paying of said fines.

Approved by the Board: March 8%, 2022



5.2 Material Selection

Objective:
The Oswego S.D. Public Library acquires, makes available, and encourages the
use of materials which:
» meet the recreational and informational needs of the community
* support educational, cultural, and civic needs of the community
* provide access to a variety of opinions on matters of current interest
* encourage freedom of expression
help people know more about themselves and their world
« stimulate thoughtful participation in local, state and world affairs

The Oswego S.D. Public Library subscribes to the belief that the freedom to read is essential to
our democracy, and that free communications is essential to the provisions of the Library Bill of
Rights and the Intellectual Freedom (see appendix).

Ordering materials:

Ordering of materials shall be determined by funding approved by the Library
Board of Trustees. Materials may be purchased from any suitable SOURCE, E.G.
BOOKSTORES, STATE APPROVED VEDNORS, RECORDS SHOPS, BOOK
JOBBERS, ETC.

Purchase orders will be completed on the attached forms & submitted to the Oswego SD Public
Library Board of Trustees for their approval. Once approved by the Board, the purchase order
will be submitted to the appropriate company for delivery. Once order is completed, copy of the
purchase order with all invoices attached must be given to the Board for payment. A list of
budget lines is attached. Director must make sure that no budget line is exceeded unless
approved by the Board. A copy of all invoices will be attached to the Library’s office copy.

Standing Orders:

In the past the Library had several reference materials on standing order. As of 1999, all
standing orders were cancelled until funding was stabilized. The benefit of a standing order was
that the library would be able to maintain serials in a timely manner as well as received discounts
for having the materials on standing order, at some time this practice may be reinstated, If so,
make sure to indicate on any purchase order that this material is “on standing order, do not
duplicate this order”

Preview Books:
At times companies will ask the library to preview books. This is an excellent way to see
what the material actually looks like before ordering it. Once we have received the books, make



sure that all titles are accurate on the preview sheets. Look through the materials making sure
that you have made your selection within the time period arranged with the Preview Company.
Once materials have been selected, complete a purchase order (as seen under ordering materials).
Submit the purchase order to the Board for their approval & payment. If we are to receive a
processing disk & barcodes indicate on the purchase order that this is an order & should not be
paid all materials have been received. Once we have received the processing materials, submit
the invoices to the Board for payment

Video recordings:

The library has begun using Library Video Company (PO Box 580, Wynnewood Pa
19096) to purchase their videos. Catalogs are frequently sent to the library for review. Through
this company the library can have barcodes, marc records & cases for the videos at a very
reasonable price. This has minimized the amount of time it takes to have a video received and
shelf ready. Their mare records are well done. Prices on videos & selection are good.

Purchase orders should include the following:

--order person

--library’s address

--vender’s name, address, phone & fax number
--budget code number & name assigned to budget code

-- date of purchase order

--items to be purchased with item code numbers if possible

--total with estimated shipping costs at 10% if S & H not listed.

--Place a do not exceed limitations if you do not have an accurate final total. (i.e. Brodart orders)

Approved by the Board: March 8%, 2022



5.3 Guidelines for Selection

Recognizing the many educational and recreational needs of an individual, as well as the
community, all acquisitions, whether purchased or donated, are considered in terms of the
following criteria:

-the physical format is suitable for library usage

-materials is important to the development of the general collection

-the material is written in a timely manner

- the author’s competence and reputation

- the material is relevant and fulfills current or projected needs of the community

- textbooks and curriculum related materials are provided where the material also serves the
public or where they provide information not otherwise available.

- medical and legal works will be acquired only if useful to the layman

- the availability of materials elsewhere

- materials have received attention from critics and reviewers

- materials reflect the local history of Oswego County

- materials provide varied complexity due to the wide and varied educational background of the
community.

Paperbacks:
The library’s general criteria for book selection are applied to paperbacks as well as to
non-print materials covered below. Additional specific criteria for paperbacks include:
-new popular title or perennial favorites in great demand
- title or subject of major but intermittent demand
-the title is only available in paperback form

Newspapers, periodicals & pamphlets:

Selections are made to augment the book collection in the following ways:
-to cover most recent years

- to obtain information in areas not yet available in book form

- to provide reference material

-to provide general and recreational reading

Juvenile book selection:

The juvenile collection of the Oswego SD Public Library covers from infancy through
age 12 as well as others whose interest and aptitude would be best served by elementary
materials. Intellectual freedom: The Oswego SD Public Library reaffirms its support of the
Library Bill of Rights and provides access to all ages and comprehension levels. In supporting
the Library Bill of Rights the Library does not exclude from the juvenile collection materials that
present a candid view of life. The presence of illustrations or language that might be offensive to
some of our clientele is not just cause to withhold the materials from the collection provided that



the content and format as a whole conform to the general standards of quality.

General Standards of quality:

A. Content:

-Value of material in consideration of recreational, informational and cultural needs and
potentials for readers, including children with special needs, talents, problems or interests
-Readability for age group intended

-Suitability for subject treatment and vocabulary to age of intended reader

-Timely value for contemporary society

-Competence and reputation of author or illustrator

- Insight into human and social conditions

-Suitability of physical format which will grant a reasonable permanence of the material a -
Availability of the material elsewhere

- Relationship of material to existing collection comparing content, presentation, and appearance
to similar work in the same field.

B, Suitability of material for library use

-Paperbacks are purchased as part of the juvenile collection

-The library does not provide textbooks (other than those donated or provided by teachers or the
local school district) but instead provides supplementary materials for students

Non-print materials:

Audiovisual materials in a variety of formats are chosen to provide information,
education and entertainment. In many cases, selections of materials supplement the printed
collection of the library. Criteria will vary depending on the specific format in question but they
follow the general selection criteria used for printer materials.

Video recordings: The Library intends to collect only items considered classical,
educational or instructional. To be considered for purchase, a video-recording—if not
instructional, must have been nominated for or received an award or have been based upon a
child/adult book. The Oswego SD Public Library will not attempt to compete with the pure
entertainment market.

Recordings & Cassettes: Recordings will be purchased for both adult and juvenile
sections. Juvenile recordings will be based upon children’s stories or songs. Adult recordings
shall include musical as well as books on tape. The format to be purchased shall be cassette or
compact disk. Purchase shall be based upon popular demand and relationship to the existing
collection.

Controversial material:

The library has a responsibility to select a representative collection of materials including
those on controversial topics. The library makes every effort to supply information which will
provide varied and balanced opinions in order that individuals may freely examine issues.
Materials are selected on the basis of content as a whole.



Materials that contain frank treatment of certain situation; language or illustrations that
may be objectionable to some are included if they meet general selection criteria. Each work
must be judged on its own merits in light of the audience for whom it is intended. The library has
an additional responsibility to protect the rights of mature or sophisticated readers by providing
materials that are well balanced, authoritative and up to date.

Gifts: Gifts of books and other materials are accepted by the library with the explicit
understanding that the library reserves the right to handle or dispose of them in the best interests
of the institution. Such materials may be added to the collection when they meet the library’s
standards of selection and represent a particularly valuable asset. Only current periodicals are
accepted. Limitations on staff time for the processing and space makes it necessary to be
selective in acceptance of donations. People wishing to make a donation must first contact the
library prior to making a donation. The Library reserves the right to reject any donations based
upon the condition of the materials being donated. The library will provide receipts for donations
stating only that the item is a donation of ”x” number of books, cassettes, etc. No value will be
placed upon the donation.

The Library encourages gifts of money for the purchase of books and other materials;
especially those designated as memorial gifts. Whenever possible, memorial gifts will be
purchased with the designee’s interest in mind. All gifts will receive a bookplate designating
them a gift or memorial.

Approved by the Board: March 8%, 2022



5.4 Reconsideration of Library Materials

The choice of library materials by patrons is an individual matter. While a person may reject
materials for himself/herself, he/she may not exercise censorship to restrict access to the
materials of another.

Recognizing that a diversity of materials may result in some requests for reconsideration, the
following procedures have been developed to assure that objections or complaints are handled in
an attentive and consistent manner.

The principles of the freedom to read and of the professional responsibility of the staff must be to
defend rather than censor materials. If a complaint is made the following procedures are
recommended.
1. Be courteous, but make no commitments.
2. Invite the complainant to file his/her objections in writing and offer to send him/her a
prepared complaint reconsideration form so that he/she may submit a formal
complaint to the President of the Library Board of Trustees via the Director.
3. At the discretion of the Library Board of Trustees or its delegate, the material in
question may be temporarily withdrawn while the material is being reviewed. All
Oswego School District librarians will be notified of the complaint.
4. Upon receipt of a formal complaint on a properly completed Complaint
Reconsideration Form, the Library Board of Trustees will appoint a committee with
representation from school administrators, teachers, school librarians and other residents
to study the challenged material and the complainant’s specific concern and to
recommend a resolution to the President of the Library Board of Trustees.
5. A decision concerning continued use of the materials will be made within
30 days of receipt of the Complaint Reconsideration Form, All concerned parties
including the complainant and Oswego. School District librarians will then be notified in
writing of the formal disposition of the matter together with a rationale supporting the
decision.

Approved Nov 4 1991.



5.4a Complaint Reconsideration (form)

COMPLAINT RECONSIDERATION FORM

The library values your opinion. If you have an objection to library material (s), please complete
this form, indicating as clearly and legibly as possible the nature of your concern. The librarian
will contact you in the near future to discuss the problem.

Your Name

Address:

Phone (home) Phone (work/cell)

Library material (s) concerned:

Book Magazine Newspaper Video
other AV material Library Program Other —please
specify
Title

Author or producer

1. To what in the work do you object? Please be specific citing pages

2. Did you read the entire work yes no
If no, what parts?




3, What do you feel might be the result of reading this work?

4. For what age group would you recommend this work?

5. What do you believe is the theme of this work?

6. Are you aware of judgments of this work by literary critics?
7. What brought this book/item to your attention?
8. In its place, what work would you recommend that would convey as a valid of a picture and

perspective of the subject treated?

Signature:

Date

Approved Nov. 4 1991



5.5 Weeding Materials

Materials that no longer fit the stated service roles of the library will be withdrawn from the
collection. This may include materials that are damaged, included obsolete information or are no
longer used. Decisions will be based upon accepted professional practice and the professional
judgment of the library director or designated staff. When necessary, local specialists will be
consulted to determine the continued relevance and reliability of materials.

Items withdrawn from the collection will be disposed of in accordance with local law, which
permits discarding into the trash, recycling of paper, transferred to other libraries or agencies at
the discretion of the Director or Board of Trustees or sold.

Items considered when removing books from the collection are as follows:

Is the information in the book still up to date or has it been superseded?

* Does it perpetuate racial and gender stereotypes?

* Is it a duplicate copy?

* Can the book be replaced with a newer copy, an updated edition or a newer title

* Condition of the book. Can you mend a ragged book that will be usable by the public or should
it be replaced? Can it be replace?

* Is the book a local author or have a, local setting?

* Has the book circulated within the last 3 years? If not, would changing its location or public
access to the material alter its circulation?

* Is the book listed in standard catalogs (Public Library Catalog) or on a recommended list (
example: Best books for children)

* Is the information in the book unique to your community’s needs even if it does not have a
large circulation?

* Is the book a memorial gift or a gift to the library?

* Can the information be obtained elsewhere—through an area library, interlibrary loan, etc?

Suggestion by ALA is that a collection be weeded at least every 2-3 years & when possible on a
continual basis,

Approved by the Board: March 8, 2022



5.6 Gifts

The Oswego Public Library welcomes gits of new and used books, audio recordings, videos and
similar materials. Items will be added to the collection in accordance with the selection policy of
the library. Once donated, items become the property of the Oswego Public Library, and may be
given to other libraries and non-profit organizations, sold, traded or discarded if they are not
added to the collection. Donated items will not be returned to the donor and the library will not
accept an item that is not an outright gift. The library will acknowledge receipt of donated items
but will not assign a fair market or appraisal value. If items are being donated to obtain a tax
benefit, it is the donor’s responsibility to establish a fair market value. The library reserves the
right to decide when a gift added to the collection must be withdrawn.

Monetary gifts, bequests and memorial or honorary donations are particularly welcome. Funds
donated will be used to purchase items in accordance with the selection policy of the library or
used towards capital expenses or improvement projects.

Donated new books and similar materials will be recognized with donor bookplates when
received as a memorial or if requested by the donor, at the board’s discretion.

If requested, notification of memorial or honorary donations will be sent to the family being
recognized, if possible.

Acceptance of donations of equipment, real estate, stock, artifacts, works of art, etc. will be
determined by the library board based on suitability to the purposes and needs of the library,
laws and regulations that govern the ownership of the gift, and the library’s ability to cover
insurance and maintenance costs associated with the donation.

The minimum donation for any naming plaque will be $1,000, to be determined at the discretion
of the board.

Approved: December 14, 2021



5.7 Purchasing of Equipment & Services

The requirements for competitive quotations:

General Municipal law, S 103 requires the public letting of all contracts for purchases involving
an expenditure of more than $10,000 to be awarded “by the appropriate officer, therein.” Libraries
do not fall within the definition of “political subdivision” contained in Municipal Law, S 100(1)
and, thus, are not compelled to comply with competitive bidding requirements.

1. However, all repairs or contract obligations involving the use of personnel and goods in a
single project, when such project’s cost exceeds twenty thousand dollars ($20,000), will
go out for formal bid.

2. Any single item, group of similar items, or goods and services in excess of ten thousand
dollars ($10,000) will go out for bid only at the direction of the Board of Trustees of the
Oswego Public Library.

3. All items and/or groups of items whose total exceeds three-thousand dollars ($3,000) will
require informal quotations, either by a request for quotation form mailed to bidders, via
e-mail, or by telephone. These price comparisons need to be included when the request to
purchase is submitted to the Business Office.

4. Bids will be received and considered with no discrimination against any bidder on the
basis of race, religion, creed, color, age, gender, sexual orientation, gender identity or
expression, national origin, marital status, disability, veteran status or past arrests or
convictions except as allowed by law.

NOTE: State Contract pricing negates the requirement for going out for bid.

Adopted: April 20, 2010



6. Lending and Circulation

The following are rules and regulations of the Oswego Public Library.
6.1 New Cardholders:

e Complete a registration form and provide identification. Primary identification to be
used is identification with a picture (preferably a Driver’s License) which has the
individual’s current address. If the address information on the picture ID is not current,
then another form of identification must be presented which verifies the individual’s
current address (ie. a piece of mail or bill). Individuals who do not possess a valid
picture ID must provide 1 additional form of identification that verifies their current
address.

e Patrons who have been in good standing may update their information without providing
proof of address.

e Children 12 and under must apply with a parent or guardian and that adult’s signature is
required on their registration form.

e There will be a $1.00 charge to replace a lost or damaged library card.

Approved 10/8/14



6.2 Overall Policy:

Users must present their library card to check out materials or use computers. Library
cards cannot be shared to access the computers.

Children under the age of 18 must have parental permission to access the internet. A dot
will be place upon their card indicating they have received permission.

There is an overall limit of twenty (20) items at one time on a library card.

Library cards must be renewed every year.

Patrons, regardless of their age, may check out any of the circulating collection (adult,
children & YA collections) with the exception of movies.

A patron must be 18 years or older to check out movies

Procedure for patrons who do not have their library card

Patron must have their library card or digital library card to check out books or use the
computers unless they are a guest.

Patrons may use an ID once to obtain books or use the computer with the understanding
that this is the only time and that they must bring their card in the next time. Family
members may do this once to pick up HOLDS for other family members. Ask them to
bring the card that the HOLDS are on the next time.

Staff should indicate on their library card electronic card (modify ATTN line in address)
that they need to bring their card and date and initial it. These ATTN notes should be
removed after 2 months. Please remove any notes you see that are this old or older.

If they still not bring their card, offer to hold the materials at the desk for them. Do not
look up their number for logging into the computers.

ENCOURAGE PATRONS TO OBTAIN DIGITAL COPIES OF THEIR LIBRARY
CARDS FOR THEIR PHONES

Approved by the Board: March 8%, 2022



6.3 Loan Periods:

e All items in the general collection (Fiction and non-fiction, Large Print (whether new or
general), YA Fiction, YA non-fiction, Juvenile Fiction, Juvenile non-fiction and Easy
books) are loaned out for 28 days, with 1 renewal.

o All new items excluding Large Print Books [Adult Fiction, Adult Non-Fiction YA

Fiction, Y A non-fiction, Juvenile Fiction, Juvenile Non-Fiction and Easy books] are

loaned out for a period 14 days, 1 renewal if no holds.

All movies are loaned out for 7 days, 1 renewal if no holds

All audios are loaned out for 14 days, 1 renewal if no holds

Magazines are loaned out for 14 days with 2 renewal if no holds

Passes (museum and park) are loaned for e days with an extension for a total circulation

of 7 days. No renewals. No holds may be placed on passes. Passes are available only at

the holding library (no Interlibrary Loans).

Approved by the Board: March 8%, 2022



6.4 Holds:

Materials will be available for pickup for 1 week after they are processed.
Holds may be placed either in person, by phone, or online.

There is a limit of 10 holds per patron.

No holds are allowed for passes

Approved by the Board: March 8%, 2022



6.5 Renewal Policy:

All items may be renewed once if there are no holds.
Renewals are not allowed for items with holds.

Renewals may be done over the phone or in person or online.
No renewals are allowed for passes

Approved by the Board: March 8%, 2022



6.6 Overdues and Fines:

All items have a grace period of 1 day.

Users are fined $1.00 per day for Passes, Hotspots, Chromebooks and Multimedia Kits
with a maximum fine of $10.00 per library card.

Library users will lose borrowing privileges when fines total $10.00.

Borrowing privileges will be suspended if user has 5 or more overdue items, or one
item more than 1 week late, and will not be restored until such materials are either
returned, paid for, or fines have been paid.

Overdue materials on a patron’s account with $10.00 or more in fines may not be
renewed until the fine is paid in full.

In extenuating circumstances, arrangements can be made with the director in lieu of
the fine.

The $10.00 maximum fine cap does not include lost or damaged materials.

Procedure for when fines are above the $10.00 limit:

If a person is at or above the $10.00 limit, they will not be allowed any extra service
(checking out books or use of the computers).

Partial payments of $1.00 or more can be made to get the balance below the $10.00 cap
to reinstate service.

When $10.00 is paid, the balance of fines from the Oswego Public Library should be
cancelled — pay the $10.00 fine then make sure you type in the remaining balance &
choose STAFF CANCELLED.

Costs for lost or damaged materials need to be paid in full.

As soon as fines are paid off, a patron’s account can again accrue fines with a new
maximum of $10.00.

Approved by the Board: September 13th, 2022



6.7 Damaged and Lost Material

If book or other item is damaged beyond repair, the borrower is required to pay the
billed amount (The total not to exceed the current replacement cost and $5.00
processing charge).

Until a damaged item is paid for, the user may not borrow any items.

Library patrons who lose or damage (intentionally or accidentally) library material are
required to pay repair or replacement costs OR may elect to replace the lost or damaged
material with an exact and acceptable copy.

Any item will be declared lost after 30 days beyond the final due date.

The Library will issue bills for damaged and lost items.

If a long overdue or lost item is returned in usable condition, the replacement cost and
the processing fee are waived.

Approved by the Board: September 13th, 2022



6.8 Confidentiality:

e Library records that are deemed confidential are covered by New York State Law signed
on June 13, 1988 (I CPLR 4509).

e These records are related to the circulation of library materials that contain names or
other personally identifying details regarding the users of public, free association, school,
college and university libraries and library systems, of this state, including but not limited
to records related to the circulation of library materials, computer database searches,
interlibrary loan transactions, reference queries, requests, or the use of audio-visual
materials, films or records. These records shall be confidential and shall not be disclosed
except that such records may be disclosed upon the request or consent of the user or
pursuant to subpoena, court order or where otherwise required by statute.

e The Oswego Public Library adheres strictly to all sections of this Statute regarding the
protection of the confidentiality of its users.

Approved 6/3/14



6.8a Application for Public Access to Records
Application for public access to records:
To: Library Director/Library Designee:
Name of Agency: Oswego S.D. Public Library
120 East Second Street
Oswego, NY 13126

I hereby apply to inspect the following records:

Date
Signature
Phone
Representing
Please check one review records Please copy records @ 25 cents per page

3 days notice may be required for access to records.

Approved

Denied

Confidential disclosure

Records for which this library is custodian can not be found
Record is not maintained by this agency

Exempt by the Freedom of Information Act or other statutes.

Other (specify)

Signature Title Date

Notice: you have the right to appeal a denial of this application to the Board of Trustees who must fully explain the
reasons for such denial in writing within (10) business days of the receipt of appeal.



I hereby appeal:

Signature Date

Approval June 7, 2011



6.9 Interlibrary Loan:

e The Interlibrary loan service supports the mission of the library by providing expanded
access to library materials and information. The purpose of interlibrary loan is to obtain
materials not available in the library. The library affirms that interlibrary loan is an
adjunct to, not a substitute for, the library's collection. In meeting patron needs, the
library will exhaust local resources first, before requesting items on interlibrary loan.

Definition: An Interlibrary Loan request is defined as a request for library materials made on
behalf of a library patron through the NCLS, ICEPAC or OCLC system:s.

June 7, 2011



6.10 Patron Status:

e Patrons must have a library card in good standing to use the Interlibrary Loan service. A
patron status of “Blocked” will deny ILL service.

e Interlibrary Loan requests will not be processed for patrons with overdue Interlibrary
Loan materials.

October &, 2014



6.11 Borrowing Rules:

e Ten active requests are permitted at any one time per patron. A request is active from the
time it is initiated until the item has been returned and checked in at the lending library
and the record has cleared.

e Materials will be available for pickup for one week after they are processed. If an item
was not picked up, it will not be requested again.

e Interlibrary Loan materials are checked out for 14 days, unless specified otherwise by
lending library
Interlibrary Loans may be renewed once only if the lending
library permits renewals.

October 8, 2014



6.12 Charges:

e The library does not charge fees for the Interlibrary Loan service.

e The library is responsible for the shipping charges incurred in the transfer of loans.

e The library always attempts to borrow from libraries who lend free of charge. However,
if an item is only available from a library which charges a fee for loans, the item will be
requested only if the patron agrees to pay the fee.

e The patron is responsible for overdue fees, repair or replacement costs. The library will
make an effort to collect any such charges from the patron who received the materials.

Adopted Oct 8,2014



6.13 Copying and Printing

Standard Size (8 /2 X 11)
$ 0.15 black & white
$ 0.25 color

Legal Size (8 /2 X 14)
$ 0.20 black & white
$ 0.30 color

Ledger Size (11 X 17)
$ 0.30 black & white
$ 0.50 color

We charge per side for double sided: $0.30 black and white (8 2 X 11), etc.

Approved by the Board: April 12, 2022



7. Building and Facilities Use

7.1 No Smoking, Vaping or use of tobacco Products

The Oswego Public Library is dedicated to providing a healthful, comfortable and productive work
environment for our employees, patrons and visitors.
The U.S. Surgeon General, in the report, Reducing the Consequences of Smoking, concluded that:
e Second-hand smoke is a cause of disease, including lung cancer, in healthy nonsmokers, and
e The simple separation of smokers and nonsmokers within the same air space may reduce, but
does not eliminate, the exposure of nonsmokers to environmental tobacco smoke.

In addition, the U.S. Environmental Protection Agency and National Cancer Institute have concluded
that passive smoke causes cancer and heart disease, including approximately 3,000 lung cancer deaths
and over 30,000 heart disease deaths annually among nonsmoking adults.

In light of these findings, The Oswego Public Library shall be entirely smoke-free, effective June 1,
1999, smoking, vaping or use of tobacco products will be strictly prohibited within the library or
outside within 100 feet of library-owned property. This policy applies to all employees, patrons,
contractors and visitors.

All individuals share in the responsibility for adhering to and enforcing the policy. Any problems
should be brought to the attention of the appropriate supervisor and handled through the normal chain

of command.

Employees who violate this policy will be subject to the same disciplinary actions that accompany
infractions of other library rules.

*New York State Law states that smoking is not allowed within a distance of 100 feet from the
building.

Revised 6/4/19



7.2 No Loitering

Loitering in the library, on library steps, entryway or library property thereby creating a nuisance to
those who are trying to enter or exit the building or to use library resources is prohibited.

Revised 6/5/19



7.3 Fire Escape Plan

The library is on a fire system-- The Fire Dept. will be notified immediately if the system is triggered.
Call 911. Do not attempt to put out any fires with fire extinguishers but exit the building quickly once
you have cleared your floor. Head count will be done by the staff member in charge for the day.
Follow the following procedure:

Children’s Floor—The Children’s Coordinator & staff should clear the Children’s Room & upper level
addition. Check bathrooms & proceed down emergency stairwell /fire exit. Upon leaving the building,
go to the front of the County Court House (facing E 2™ St) for head count.

Adult Floor—The Librarian & staff should clear all the main floor and addition. Proceed out front door
or fire exit whichever is closest. Staff should go to the front of the County Court House (facing E 2™
St) for head count.

Lower Level & Administration offices—Director & Secretary should clear all administrative office
areas, lab & community room. Staff should check bathrooms. Proceed out the side door or nearest
emergency exit. Upon leaving the building go to the front of the County Court House (facing E 2™ St)
for a head count.

Basement—Custodian should clear out basement & proceed to the front of the Oswego County Court
House (facing E 2™ St) for a head count. .

Approved July 1 2009



7.4 Study Rooms

The Oswego Public Library has Study Rooms located on the main floor addition and on the upper floor
addition available for tutoring or small group planning sessions. The following criteria shall apply
when using the study rooms:

1.

7.

8.

Reservations for use of a study room must be made at the main floor circulation desk the day of
use.

The tutor or organization’s representative must sign in at the main circulation desk and provide
their contact information (phone or e-mail & organization they represent).

Groups are limited to two (2) to four (4) people.
Tutors and groups may reserve a study room for up to two (2) hours at the circulation desk.

Use of the study room may be extended for up to an additional two (2) hours if no other group
or organization has signed up.

No food or drink may be consumed in the study rooms
Study rooms may not be used to distribute or solicit orders or sell goods or services of any kind.

Failure to comply with these criteria may result in denial of access to the study rooms.

Board approved: May 7, 2019



7.5 Use of Administrative area (Board Room, Staff and Office area)

The Administrative area may be used only for library designated activities such as Board of Trustee
meetings, Friends of the Library meetings, and other administrative functions as approved by the Board
of Trustees. .

Revised 6/4/19



7.6 Community Rooms

Mission Statement

The Mission of the Oswego Public Library is to be the learning center for the Greater Oswego area and
the place people turn to for the discovery of ideas, the joy of reading and the power of information.
Community needs drive our services. We believe that library services should be delivered in a
welcoming, convenient and responsive manner.

Policy:

The Board of Trustees makes the Library Community Room available for uses that will enhance the
Library’s role as an essential community resource. Programs in the Library’s Community Room shall
not impede the delivery of regular public Library Services.

1.

Permission to use the Community Room does not constitute Library endorsement of the
policies, beliefs, goals or activities of the program sponsor, nor shall any advertisement or
publicity indicate endorsement or sponsorship by the Library without prior approval of the
Board of Trustees or its Designee.

The Library Board of Trustees or its Designee reserves the right to approve or disapprove each
application for the use of the Community Room. It may impose added restrictions it deems
appropriate for a particular program or use. The Library Director shall be authorized to
implement procedures for the use of the Community Room consistent with this Board-approved
policy.

The Board of Trustees or its Designee may deny, rescind, or cancel any application when it is
deemed to be in the interest of the Library to do so. Failure to observe regulations governing the
use of the rooms may result in denial of use in the future.

Scheduled Library programs take precedence in cases of scheduling conflicts. The Library
reserves the right to pre-empt the use of meeting space for Library purposes upon two (2) weeks
notice to the organization or business requesting the space.

The room is scheduled on a first-come, first —served basis and is available at the sole discretion
of the Board of Trustees or its Designee. No more than three (3) events will be scheduled per
day. Exceptions must be approved by the Library Director.

One week notice must be provided in case of cancellation unless the organization or business is
faced with an emergency situation. If the library is closed due to weather conditions, the
organization or business will be notified that the Community Room is not available.

In the case of events (an event being where an organization invites the general public), the
organization or business may be asked to provide a Certificate of Insurance that is acceptable to

the Library Board of Trustees or Designee.

Use of the room by groups must be incompliance with local codes and regulations.



10.

11.

12.

13.

14.

15.

16.

17.

18.

No meeting may have more than 95 people (75 if tables are used) in attendance. All applicable
fire and building codes must be complied with.

Applicants must announce fire exits prior to the start of the meeting/program.
The use of open flames or candles in the room is prohibited.

Library facilities may be made available to non-library organizations and businesses for the
pursuit of social, cultural, educational, recreational and non-partisan political activities.
Religious organizations and businesses are eligible to schedule meetings but they may not hold
worship or instructional services at the library.

No meetings will be allowed if there is any commercial intent or solicitation for profit or sales
from the group, the individual, the organization or business. However at the discretion of the
Board of Trustees or its Designee, the following will be permissible at Library sponsored
programs:

a. Fund raising to benefit the Library and/or sponsored by the Library, Friends of the
Library or other Library-related groups.

b. The sale of books, media, and other items by authors or artists as part of a Library
program.

The Board of Trustees reserves the right to establish limitations on multiple uses of the room by
any organization.

a. Reservations may not be made for more than three (3) successive months without
specific authorization of the Library Director.

b. Reservations may not be made for more than two (2) days per month without
specific authorization of the Library Director.

The room is available during regular library hours. The regular hours being Monday through
Thursday 10-7:30, Friday 10-4:30 and Saturday and Sunday 12-4:30. Use of the room outside
library hours must be obtained by special permission from the Library Board or Designee at
least ten (10) days in advance of the meeting.

Reservations for the room should be made at least ten (10) days prior to the scheduled program
and no more than 3 months in advance. The organization or business should indicate in their
registration if they need the AV equipment or kitchenette and whether tables and/or chairs are
required.

An authorized adult representative of the group or business must request the use of the
Community Room. This representative will be required to sign a Community Room Reservation
Application. By signing the form, the applicant agrees that the rules and regulations regarding
the use of the Community Room have been read and understood. Failure to abide by these
regulations may disqualify the organization or business from future use of the room.

All organizations and businesses are required to notify the Director or Library Designee when
the meeting is finished.



19.

20.

21.

22.

23.

24.

25.

26.

27.

When the room is scheduled for use by minors, an adult supervisor must be present in the room
at all times.

All groups are responsible for their set-up in the Community Room. Please allow time for set-up
and restacking of chairs and reflect that additional time needed in your reservation application.

Any personal or group equipment, supplies, or materials left in the room will be the
responsibility of the group reserving the room. The Library assumes no responsibility for any
loss or damage to personal property. Any items left for more than 24 hours will become the
property of the Library and disposed of as the Library deems appropriate unless prior
arrangements have been made.

The room must be left neat, clean and orderly. If substantial cleaning is required, a minimum
charge of $25.00 will be assessed and billed to the organization or business to cover cleaning
costs or repairs. The group will be charged for any damage to the equipment or furnishing.

Refreshments may be served if noted on the application. However, no hospitality services or
custodial assistance will be provided in connection with food service and groups will be
responsible for cleaning and removal of all refuse. The Library does not supply porter service or
storage space for supplies and equipment. No red juice will be allowed in this room.

Smoking is prohibited. Alcoholic beverages are prohibited unless special arrangements have
been made with the Board of Trustees or its Designee. Any use of alcohol must be in
compliance with NYS Alcohol Beverage Board regulations.

No object, poster or writing, etc. will be placed on the walls unless the group uses “Post it”
papers. No tape, tacks, nails or glue are to be used to affix items to the walls.

The Library supplies AV equipment as a courtesy and assumes no responsibility for its
availability or proper functioning. No organization or business may use the equipment unless
they have received prior training from the staff. Organizations and businesses must arrange for
training of the person who will be responsible for using the equipment when reservations are
made.

The organization or business agrees to indemnify the Library and hold the same harmless
against any and all claims, demands, damages, costs and expenses, including reasonable
attorney’s fees for defense of such claims, arising out of the organization’s use of the
Community Room. A representative of the organization or business must sign the
indemnification form.

Revised 6/4/19



7.6a Indemnification Form for Use of Library

In consideration of our being permitted to use the Community Room of the Oswego Public Library on

, we, individually and as officers of

, agree, jointly and severally, to defend, indemnify and
hold the Oswego Public Library, its Trustees, Director, and staff free from and harmless against any and
all damages, suits, claims, demands, liabilities, costs and the like (including reasonable attorney’s fees)
arising out of or relating, directly or indirectly, to our use of the Library in connection with the
accompanying application.

Dated at Oswego, NY on

Organization

Officer Signature

Title

Print Name

Phone Number

Officer Signature

Title

Print Name

Phone Number

Member Signature

Title

Print Name

Phone Number

Member Signature

Title

Print Name

Phone Number




7.6b Community Room Application

Oswego Public Library Community Room Application

Applicant/Organization

Program Description/Meeting

Reservation Details

Date Start time am/pm End time am/pm
Allow for set up/clean up time within your reservation period.

Expected Audience: Adults Young Adults Children
(Provide expected number of each group attending)

Use of kitchenette No red juice will be allowed in this room.

Use of AV Materials

Person to be trained in AV use:
( Name & Phone number) Please print

Date of training:

Authorized representative completing the application:

Name Title

Home Address Home Phone
e-mail

Business Address Business Phone

Person responsible for running the program

Please check the form submitted as required by the Community Room Policy:

Certificate of Insurance Indemnification form

Agreement:

I hereby apply for use of the community room as specified above and agree to the policies, procedures,
and regulations and requirements as set forth in the Community Room Policy, a copy of which I
acknowledge that I have received, read, and understand.

Signature for Applicant/Organization Signature for Library
Print Name & Title Print Name & Title
Date Date

Adopted by the Library Board of Trustees September 2, 2014



7.7 Art Exhibit Guidelines and Policies

The Oswego Public Library encourages exhibitions and displays of paintings, photographs, sculpture
and other art works for civic, cultural, educational and recreational purposes and has provided space in
the lower level of the expanded library for this purpose.

Conditions of Art Exhibits:
The artwork will meet acceptable community standards.

Applications: An application for exhibits may be picked up at the circulation desk on the main floor.
The completed application should be mailed or submitted to the Library Director.

Reservations will be considered on a first-come first-serve basis with preference given to multiple artist
displays. Space may be reserved for one calendar month and only once in a calendar year. Reservations
may not be made more than one year in advance.

Approval: Acceptability of an art exhibit is at the discretion of the Library Director, whose decision
may be appealed to the Library Trustees.

The Library Director will work with a Committee on Art Exhibits that will recommend the selection
and scheduling of artists’ exhibitions for the Library. All requests by applicants for art exhibit space
will be made to the Committee, which will meet on an as needed basis to jury exhibits.

Setting Up: Artists must arrange time(s) with the Library Director or the Director’s Designee for
hanging and/or setting up art works, and are responsible for proper and safe framing and hanging using
the Library’s existing system. The artist is responsible for the set up and removal of the display in a
timely manner. The Library reserves the right to remove an exhibit that has been left past the
reservation period.

Art Sales: An artist whose work is accepted for exhibition may, discreetly, indicate which works, if
any, are for sale and, in order to arrange sales, display the artist’s name and contact information. A
recommended procedure is the use of a typed price list keyed to numbers attached to the art works. The
Library does not engage in or arrange sales.

Receptions: Artists are welcome to reserve the Library Community Room (see Community Room
Policy) for a reception connected with exhibit of work. Such receptions must to open to the public as
well as invited guests. If food is to be served, it is the exhibitor’s responsibility to provide paper goods
and food at his/her own expense. Alcohol is not permitted. Tables and chairs are available from the
Library and should be arranged with the Library Director.

Custodial help is not available. Groups and individuals will be responsible for cleaning and removal of
all refuse.

Publicity: The Library Director or the Director’s designee will facilitate publicity about an exhibit
with local newspapers. If press releases are to be used by the exhibitor, they will first be provided to the
Library Director in a timely manner, who will, after review, forward them to the local papers.

Insurance: The Oswego Public Library does not carry insurance on art work on exhibit at the Library
and assumes no responsibility for the preservation, protection or possible damage or theft of any item



exhibited. All exhibitors will sign a form that releases the Oswego Public Library from any
responsibility for exhibited items.

Permission to exhibit art works at the Oswego Public Library does not constitute an endorsement by the
Library Staff or Board of Trustees.

Adopted: November 18, 2008



7.7a Art Exhibit Release Form
ART EXHIBIT RELEASE AGREEMENT
Please Print

Artist Name:

Address:

City/State Zip:

Home Phone: Work Phone:

E-mail address:

Please sign and date below and attach an itemized list of display items.

Installation Date:

Removal Date:

I, the undersigned, have received and read a copy of the Oswego Public Library Art Exhibit Policy and
agree to abide by all its rules and regulations. I understand that in offering my works of art to be
displayed in the Oswego Public Library, that I release the Oswego Public Library, its Board of trustees
and employees from any liability for injury or damages, destruction, loss, or theft of any item or items
that ay occur during the display period or during installation or removal of the exhibit.

Signature of Exhibitor Date:

Policy Committee:

Adopted: July 21, 2009



7.7b Art Exhibit Application Form
ART EXHIBIT APPLICATION FORM

Thank you for your interest in exhibiting at the Oswego Public Library. Please complete the following
application and return it when you submit slides or photographs of your artwork to the Library Director.

Artist Name: Date:

Address:

Home Phone: Work Phone:

E-mail address:

Please provide a brief description of the work you wish to exhibit. Include any information not readily
conveyed by your slides or photographs such as details, technique, unique characteristics, etc.

Please complete the following:
The ideal number of works you would like to exhibit:

The size of the works you would like to exhibit:

The 4 to 8 week period you would like your exhibit to run:

Have you exhibited your artwork elsewhere? If so, please list when and where.

Will your artwork be available for sale?

Please send submission slides/photos and art exhibit application to:
Library Director, Oswego Public Library, 120 East 2™ Street, Oswego, NY 13126
Please contact the Library Director at 341-5867 if you have any questions.

Adopted: July 21, 2009



7.8 Bulletin Board Use

The Oswego Public Library Bulletin Boards are available for use by community members to publicize
community events. The following criteria shall apply:

e All postings will be submitted to the staff member in charge of the bulletin board, reviewed for
content, dated and posted.

¢ Individuals may not post their own notice.

e A section of the bulletin board will be reserved for library use

e Postings will be limited to announcements of community interest.

e The maximum size of any posting will be at the discretion of the designated Library staff
person.

e No posting will extend beyond the perimeter of the bulletin board.

e Postings will be removed when no longer relevant or at the time the item has been posted for
thirty (30) days.

Board approved: Feb 2, 2010



7.9 Artifact, Object and Document Loan Policy.

The Board of Trustees of the Oswego Public Library encourages the use of artifacts, objects and
documents within the library's collection for non-commercial exhibition and approved study by other
institutions. To provide access and protection for these items regulations are necessary.

1. The sole use of loaned objects will be for scholarly, educational, or cultural pursuits.

2. Loans of objects require their return by the date specified or sooner if the intended purposes have
been completed. Objects will be in the same condition as borrowed. Requests for extensions of loan
dates must be received in writing before the expiration of the loan.

3. The borrowing institution (the borrower) will maintain and display the objects consistent with good
archival practice in a secured display environment. The library reserves the right to require practices
equivalent to those of the National Archives and Records Administration.

4. No restoration, conserving, or alterations to objects may be made without advance written
permission. No pins, nails, tapes, glues or other means of support may be used that mark or damage the
material. Identifying numbers placed by the borrower for their purposes must

be non-permanent in nature.

5. All costs of packing, transportation, and insurance are the responsibility of the borrower.

6. All damage in transit or at the borrowing institution is the borrower’s responsibility and repairs will
be done by the Center for the Conservation of Art and Historical Artifacts or a comparable professional
institution acceptable to the library.

7. Objects with an appraised value must be insured by the borrower payable to the library for the full
value stated on the loan form. Insured values in excess of $1,000 require a certificate of insurance
unless otherwise stated.

8. It is the borrower’s responsibility to maintain verifiable digital images of the condition of the objects
when loaned for any dispute of damage or condition.

9. If lost or damaged beyond repair, a replacement of equal historical value or compensation is required.

10. Items are for exhibit or approved study and no use or handling is permitted other than that necessary
for those purposes. Items may only leave the borrowing institution for return to the library.

11. No photography of the objects by the borrower is permitted without permission.

12. Adequate recognition of the library shall be given in all news releases and publications. Credit lines
to be displayed with the object or document shall read: “Loaned Courtesy of the Oswego

Public Library.” Since the provenance of objects may not always be clear, the borrower assumes all
responsibility for obtaining other permissions and rights except those asserted by the library.

13.The borrower agrees to indemnify the library and hold the same harmless against any and all claims,
demands, damages, costs and expenses, including reasonable attorney’s fees for the defense of such
claims, arising out of such loans and exhibits.



14.The Oswego Public Library may terminate this agreement, with or without cause, by providing
notice to the borrower and require immediate return of all object(s).

Notes:
Policy Regarding Mediated Copying

Mediated copying occurs when a staff member does the copying for the requester, either for the
requester's convenience or because the material being copied is particularly fragile or rare.

Approved by Board 3/4/14



7.9a Archive Loan Agreement

Oswego Public Library
120 East Second Street
Oswego, New York 13126
Telephone: 315-341-5867
www.oswegopubliclibrary.org

Date
Start Date End (Return) Date

Borrowing Institution
Address

Authorized Representative
Position Telephone Email
Exhibition Title

Items Being Borrowed

Use additional sheets if necessary
Condition Review before Borrowing (as determined by the library)

Use additional sheets if necessary
Initials of Library Reviewer and Date

Condition Review upon Return (as determined by the library)

Use additional sheets if necessary
Initials of Library Reviewer and Date

Terms:

By signing this agreement, the signer asserts they have read the Artifact, Object and

Document Loan Policy, that they have the authority to bind their institution to the terms of that
policy and that their institution will abide by the terms of the agreement.

Signed on behalf of the borrowing institution:

Print Name:
Position: Date
On behalf of the Oswego Public Library:

Carol Ferlito
Library Director Date
Approved by Board 3/4/14



http://www.oswegopubliclibrary.org/

7.10 Photo Use Policy

1. Loaning Privileges. Most photographs and documents in the Oswego Public Library can be loaned
to other educational organizations for exhibition or reproduction for exhibit purposes. Prior written
approval must be granted by the Oswego Public Library as described herein and the borrowing
organization must sign the "Oswego Public Library Loan Agreement." The loaned photograph must be
returned to the Oswego Public Library at the agreed upon date.

2. Reproductions. Publishers, commercial organizations, researchers, teachers, students or individuals
may purchase copies of most photographs from the library’s collections. Reproduction fees will be
quoted prior to reproduction and payment may be requested in advance. If mutually agreeable, library
scanning equipment may be used to minimize fees. Only library staff will handle collection materials
for reproduction, except that other education organizations may borrow original photographs or copy
photographs themselves. The Oswego Public Library reserves the right to approve the quality of a
photograph, copy or digitization. No copy or digitized photograph may be re-sold or reproduced, nor
may the purchaser charge someone else for the use of the reproduction.

3. Permission Form. Anyone using materials from any Oswego Public Library collection for any
purpose including reproduction, exhibition, publication, electronic distribution or otherwise must
complete a permission form and receive the prior permission of the Oswego Public Library for the
intended use. Permission is given for a one-time non-exclusive use as described on the Permission
Form and Letter of Agreement. Any further or additional use requires new permission. Some
photographs cannot be loaned or reproduced and the Oswego Public Library reserves the right to permit
or deny photographic requests. In certain instances, approval of the Oswego Public Library Board of
Trustees may be required. Adequate time will be required to obtain this approval.

4. Electronic Distribution. Distribution of images and writings over the Internet is a form of
publication; therefore, the digitization of materials is subject to the laws of copyright, privacy, and
publicity rights as well as donor restrictions

5. Credit Line. A prominent credit line under the exhibited original digitized or copy photograph, in an
exhibition, publication, electronic distribution or otherwise, shall read "Courtesy of the Oswego Public
Library."

6. Image Manipulation. The Oswego Public Library’s primary interest is to protect the integrity of the
original. Materials from the collections may not be altered. The Oswego Public Library will not allow
inversion of the original or the removal or addition of content. The Oswego Public Library will allow
adjustments to contrast and sharpness. Images may be cropped at the edges or a portion may be selected
from within a photograph. An explanatory statement must be added describing any changes. Any
manipulation of the materials beyond that stated in this policy must be approved by the Director of the
Library.

7. Copyright. The copyright status of photographs and other materials is often difficult to determine
because of factors including the employment status of the photographer, the date material was created,
the date material was first published, and the information that accompanied the first publication. The
Oswego Public Library has not been able to determine copyright status for many of the photographs
and materials in its collections. Therefore, the Library is acting only as an owner of the physical
original. The Library is not responsible for either determining the copyright status of the image(s) or for
securing copyright permission for any use of the image(s). It is the obligation of the user to obtain



permission to use copyrighted materials. Possession of a library photograph does not constitute
permission to use it, and the Library is not responsible for copyright infringement by a user.

8. Description of Intended Use. The intended use of the material must be clearly and honestly stated
on the request form.

9. Complimentary Copy: The Oswego Public Library requests a complimentary copy of published
materials reproducing or citing materials from our collections or digitized images at the highest
resolution for the Library’s research collection.

10. Anyone not adhering to the conditions stated herein may be denied future use of the collections.
Public comments and complaints regarding this policy should be addressed in writing to a member of
the Board of Trustees, in care of the Director of the Library. The Trustees will review letters of
complaint within 60 days and will respond in writing.

Approved by the Board: March 8%, 2022



7.11 Programming

A "program" is a planned interaction between the library staff and the program participants for the
purpose of promoting library materials, facilities, or services, as well as offering the community an
informational, entertaining, or cultural experience. Programming includes such activities as story times,
films and activities on no-school days, summer library program for children, speakers for young adults,
and book or author discussion groups for adults.

Selection of library programs topics, speakers, courses, classes, and resource materials should be made
by library staff on the basis of the interests and needs of library users and the community. Library
programming should not exclude topics, books, speakers, media and other resources because they might
be controversial. The library does not conduct programming that is purely commercial or religious in
nature.

The board, in conjunction with the library director, will establish a budget and goals for programming
to facilitate the effective implementation of this service.

Approved by Board of Trustees: June 7, 2011



7.12 Patron Code of Conduct

The Oswego School District Public Library (OPL) encourages people of all ages to visit the library.
Those using the library and its resources have the right to expect a safe, comfortable environment that
supports appropriate library services. To this end, the library is responsible for establishing rules of
conduct to protect the rights and safety of library patrons, volunteers, and staff and for preserving and
protecting the Library’s materials, equipment, facility and grounds.

Enforcement of these rules will be conducted in a fair and reasonable manner. Library staff and/or
Oswego City Police will intervene to stop prohibited activities and behaviors. Failure to comply with
the Library’s established rules, regulations, and policies could result in removal from the premises and
exclusion from the Library for a period of one day to one year, or in arrest or prosecution. Violations
could also result in the restriction and/or termination of Library privileges, including the use of Library
computer and other equipment. All incidents occurring in or on library premises will be officially
documented and records will be maintained for two years.

Conduct Policies
Disruptive behavior includes, but is not limited to:

1. Committing or attempting to commit an activity that would be in violation of Federal, State,
local or other applicable law, or Library policy.

2. Carrying firearms and dangerous weapons of any type (except by law enforcement officers and

authorized security personnel)

Selling, using, or possessing alcohol/illegal drugs.

4. Verbally or physically threatening or harassing other patrons, volunteers, or staff, including

stalking, staring, lurking, offensive touching, and obscene acts such as sex acts and indecent

exposure. Abusive language and behavior towards the staff and other patrons will not be
tolerated.

Fighting or challenging to fight, running, pushing, shoving, or throwing things

Eating in public areas of the library

Drinking from uncovered containers or drinking near any library equipment.

Smoking, chewing, vaping, or other tobacco use on Library property

Misuse of library property which includes moving furniture without the express consent of the

library staff or use of furniture in any manner that may result in damage to the furniture

10. Purposely annoying others or prevent the legitimate use of the library and its resources. This
includes loud talking & screaming which disturbs other patrons.

11. Endangering the health and safety of other patrons and staff.

12. Using restrooms for bathing, shampooing or doing laundry

13. Leaving packages, backpacks, luggage, or any other personal items unattended or spread out
beyond your personal space may result in a loss of your property. The library is not responsible
for unattended items

14. Bringing pets or animals, other than service animals necessary for disabilities, into the library
except for library authorized programs.

15. Personal electronic devices (iphones, ipads, laptops, etc.) must be used with headsets or silenced
so as not to disturb other patrons. Personal calls must be taken in lobby area or outside of the
building.

16. Personal electronic devices (iphones, ipads, laptops, etc.) may be recharged in the library as
long as they do not provide a hazard to patrons or staff.

17. Soliciting or conducting surveys not authorized by the library
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18. Public health codes must be observed. Shirts, shoes and appropriate personal hygiene are
required.
19. Entering non-public areas of the library without permission

Procedures
Adults (18 years and older)

Any violations of these rules will result in a discussion from the library staff to provide a warning and
educate patrons and visitors about the policies and procedures of the Library

1. If the individual(s) continue the behavior, he/she will be asked to leave the library. If the
individual(s) refuse, the police will be called to remove the individual(s) from the premises.

2. Any individual who refuses to leave the Library when requested or who commits a crime at
the Library will be subject to arrest and prosecution.

3. Continued violation of these rules may result in expulsion from the library and forfeiture of
library privileges i.e. barred.

4. Any individual could be denied the privilege of access to the Library for a period of time to be
determined by the Library Director or designee.

5.

Adult use of Children’s Room:

Adults are permitted in the children’s room when accompanying a child or if the adult is actively
reading, studying and using library materials from the children’s area collection. Any adult not in
compliance with this provision will be asked to use other areas of the library. If the individual
does not comply with staff direction or repeatedly violates this policy, the individual may be
barred from the library.

Behavior and Supervision of Teens (ages 12-17)

All teens are expected to abide by the “Rules of Patron Conduct” in effect for general patrons.

3.1 The Oswego SD Public Library takes the position that its staff members do not act in loco-parentis.
It is the parent or person having responsibility for the child and only that person whom may restrict the
child’s access to library materials. The parent who would rather his/her child not have access to certain
materials should so advise the child. The only restriction placed on an adult card is that a person must
be 18 or older to take out video recordings. This is based solely upon the high fines placed upon
overdue videos and the parent’s ultimate responsibility for paying of said fines.

4.2 New Cardholders
1. Users must present their library card to check out materials or use computers.
Children under the age of 18 must have parental permission to access the internet. A dot will be
place upon their card indicating they have received permission.
3. Patrons, regardless of their age, may check out any of the circulating collection (adult, children
& YA collections) with the exception of the DVDs.
4. A patron must be 18 years or older to check out DVDs.



6.3 Access of Technology by Minors
It is the policy of the library that parents and guardians are responsible for setting guidelines and
restrictions for use of the library computers by their minor children.

1. Children’s computers have a commercially produced filter which attempts to block sites that
might be considered objectionable.

2. The library cannot and does not guarantee that the filter will always block objectionable sites.
Library staff cannot be responsible for supervising minors while they are using the Internet.

Behavior and Supervision of minors (under the age of 12)

The Oswego Public Library welcomes children and teens. Parents/caregivers are responsible for their
child’s safety and behavior while in the Library whether the parent/caregiver is present or not. The
Library is not equipped-and it is not the Library’s role—to provide long or short term childcare and
cannot function as caregivers or babysitters. The Library assumes neither responsibility nor liability for
the actions, care, supervision or safety of minors.

For the safety and comfort of children, a responsible adult or guardian must accompany children under
the age of 12 when using the Library. All minors are expected to abide by the Rules of Patron
Conduct in effect for the general patrons.

The responsible individual must supervise, guide and control the behavior of their charge or charges at
all times. Violation of the rules of conduct can result in expulsion from the library and forfeiture of
library privileges. Minor violations of these rules will result in library staff attempting to educate or
warn individuals about the policies before enforcing such policies.

Violations often happen when a child is unattended or under-attended/ignored.

The behavior of the child is disruptive or inappropriate (or) the child appears to be a danger to
herself or himself or others (or) the child appears to be threatened by others (or) the child appears to
be ill or upset (or) the child has not been met by a parent or caregiver at closing.

e Ifa parent or other responsible adult cannot be located, unattended minors who are disruptive
will be required to leave the library, if necessary in the custody of the Oswego Police and a
letter will be sent to their parents.

e A second incident within a year will result in one-week suspension of library privileges and a
certified letter to the parents.

e A third incident within a year will result in suspension & barring youth from the building until a
meeting with a parent is arranged. Restoration of library privileges will only be after a
mandatory meeting with the parents, library staff and a Board of Trustee representative and the
minor. Under no circumstances will library staff take a minor out of the building or transport a
minor to other locations.

e The minor whose library use is restricted may use the library only if accompanied by a
parent/guardian or parent designated responsible adult.



BARRING PROCEDURE:

When the staff determines that a person has engaged in severe or repeated misconduct and the staff
have determined that the individual involved should be barred:

* The Director/Librarian will notify staff, security guard and Board President the description of
the underlying behavior, the name and the description of the barred individual when a barring is
executed and the length of the barring; so that all staff, security guard and Board President are
informed as soon as possible.

*  Director or Librarian will issue a written barred letter to the individual involved notifying the
individual that they are barred from entering the Oswego Public Library and its property. The
letter shall indicate the reasons for the barring and the time period of the barring. A letter shall
be sent registered mail if their address is known or hand delivered to the individual is not a
registered patron.

* All incidents occurring in or on library premises will be officially documented and records will
be maintained for two (2) years.

APPEAL PROCEDURE:
Should the individual disagree with the ruling, she/he may appeal the decision in writing within five
(5) business days. Until the final decision is rendered by the Board of Trustees, the original sanction

imposed remains in effect.

Such notice shall be filed with: both the Library Director and the Library Board President. , c/o
Oswego Public Library 120 East 2™ Street, Oswego NY 13126.

* The individual filing an appeal will receive a reply within 5 days of the Board receiving their
letter. That decision will be final.

Non-compliance with ban-trespassing.

If a barred individual enters the Oswego Public Library before the return date is listed in the barred
letter, police will be called and the individual may be arrested for trespassing.

Revised 6/4/19



7.13 Disasters Policy

Fire
Do not panic, but do not under-estimate the potential danger to customers or staff represented by a fire.
At the sounding of the fire alarm, immediately call 911 and have staff vacate the building as per policy
7.3.

The time to think about fires is before they happen. Familiarize yourself with the escape plan and orient
all staff and volunteers to this information.

Health emergencies

Staff members should exercise caution when administering first aid of even a minor nature because of
the safety of the injured individual and the potential liability of the staff member. Without specialized
training it is not advisable for staff to undertake more than keeping the sick or injured patron comfortable
and protected from needless disturbance until medical help can be obtained. Since each case is unique,
staff members should use their own judgment to do what is prudent and reasonable.

The Rescue Squad/Police 911 should be called immediately in the event of any serious problem. No
medication, including aspirin, should ever be dispensed to the public.

Bomb threats

Keep the caller on the line as long as possible. Ask the caller to repeat the message and try to write down
every word spoken by the person. If the caller does not indicate the location of the bomb or the time of
possible detonation, ASK FOR THIS INFORMATION. Pay particular attention to peculiar background
noises such as motors running, background music and any other sounds, which may indicate where the
location from which the call is originating. Listen closely to the voice (male, female), voice quality (calm,
excited), accents and speech impediments. When possible have another staff member contact the police
at 911 or call 911immediately after the caller hangs up, Clear the building. The police will handle the
actual bomb search.

Snowstorms or hazardous weather conditions
In the event of snowstorms or hazardous weather conditions the Library will abide the following
procedure:

The library will be delay opening until noon when the Oswego City School closes due to snow
conditions that require extensive snow removal by the city. The library will remain closed at the
discretion of the Director. In the Director’s absence decisions will be made in order of responsibility
All staff will be notified by the Director or designated person when the library is going to delay opening
until noon. The closing announcement will appear on TV channels 3, 6 & 9 and on
http://www.localsyr.com/home and http://www.cnycentral.com under closings and delays.

The library will be open regular hours when the schools close due to “cold conditions” that do not
require snow removal. Should the library be open and weather conditions deteriorate, the Director or
designated person will determine if the library should close based upon weather reports and
recommendations from the city. At least one hour notice will be given to patrons within the building
and to the general public. The closing announcement will appear on TV channels 3, 6 & 9 and on
http://www.localsyr.com/home and http://www.cnycentral.com under closings and delays.

The President of the Board will be notified when the library closes.

Approved by the Board: March 8%, 2022


http://www.localsyr.com/home
http://www.cnycentral.com/
http://www.localsyr.com/home
http://www.cnycentral.com/

7.14 Filming & Photo Shoots

Individuals or groups who want to use the library as a setting or as background for filming and taking
photos must first get permission from Library Administration. Please review the policy statement
below.

1. Submit the request for permission form at least 1 week in advance of filming.

2. Permission is effective via email confirmation from the library administrator or designee within
48 hours of the request.

3. Have the permission form in hand during the filming.

4. Permission for filming or photographing will be granted under the following circumstances:
a) Filming does not interfere with patrons reading/studying, library business or library events
or public space associated with the library (front & side entrances, parking lots, streets, ...)
b) The site within the library is appropriate to the project and used in a safe manner
¢) The filming is limited to no more than 90 minutes & does not disturb patrons or staff.

5. Approved designated areas for filming and videotaping include:
a) Upper addition
b) Main floor addition
c) Children’s room for Oswego Public Library PR only
d) Community Room

6. The applicant is responsible to provide their own supplies and equipment.

7. Photographers must provide their own subjects or obtain the written consent of  anyone who
is being photographed. A copy of said consent must be given to the library staff and placed on
file in the Director’s office.

8. The library reserves the right to obtain additional information.

OPL reserves the right to discontinue filming and/or photographing if applicant and/or

associates are in violation of the policy

Approved 5/7/2019



7.14a FILMING & PHOTO SHOOT APPLICATION
Contact Information (Please print)

Your Name *

Your Phone *

Your e-mail *

Your address*

Description of why you wish to photograph in the library (example-for class)

What are the films and/or photographs being used for?

Number of people involved:

Brief description of filming/photo shoot, including proposed location (see approved location/s,
item #5 in the policies section).

Dates and times preferred: (filming/ photo shoots are limited to 1 hour)

Preferred: Date Time to

Alternate: Date Time to

I HAVE READ AND UNDERSTAND THE LIBRARY POLICY FOR FILMING AND PHOTO
SHOOTS.

I agree to abide to the above policy. I understand and agree to indemnify and hold harmless any
claims against the Oswego Public Library Board of Trustees, its employees or volunteers for any
injuries or damage to equipment that may occur during this photo shoot

AGREE
Applicant Signature:

For OPL use only Date received:
Approved: Denied:
Reason(s) for denial:



Late submission ___ space not available __ request form not completed
Other

Confirmation e-mail sent: date
Library administration/designee:




7.15 Incident Reporting Policy

TBD



7.15a Library Incident/Accident Report Form

TBD



8. Internet Use and Access

All users of electronic resources are expected to use these resources in a responsible and ethical
manner consistent with the standards and rules of the library and the community.

8.1 Choosing and Evaluating Resources

The library offers access to the Internet as an electronic means of reaching ideas and information
and greatly expanding its information services beyond the traditional collection and resources.
Because of this, the library is recognized by the New York State Department of Education as an
Electronic Doorway Library.

The Internet provides access to many valuable local, national and international sources of
information. However, not all sources on the Internet provide accurate, complete or current
information. The library cannot control the accuracy of information, the validity of the
information, availability of links, nor the availability of materials that some may find offensive.
A user is responsible for evaluating the validity of the information for himself/herself.

Library users access the Internet at their own discretion and are responsible for any access points
they reach.

Approved by the Board: March 8%, 2022



8.2 Rules Governing Use:

1. A first-time user must hold a valid library card with no charges outstanding against them
in the North Country Library System. Non-resident users must show identification and
will be issued a temporary library card prior to signing up for computer usage

2. A user must sign and date a user agreement form in order to use the computers

3. Access to the computer is obtained by checking out a computer using the library’s
reservation system.

4. Time is limited to one sixty (60) minute session.

5. A user may sign up for a second session if no one is waiting.

6. A user is limited to a maximum of two (2) sessions per day with a limit of no more than
two (2) hours per day.

7. Use is limited to a maximum of two (2) people per computer per session.

8. A user may save files or download data to a disk or thumb drive. NO PROGRAM FILES
ARE TO BE DOWNLOADED TO THE LIBRARIES HARD DRIVE. A user may
provide his/her own disk or thumb drive. Storage cards are available at the circulation
desk for one (1) dollar.

9. Staff members do not and cannot have complete knowledge of Internet content and may
not be familiar with the sites you wish to access. Because of library scheduling, Internet
—trained staff may not always be available. Individual tutoring is available by
appointment made in advance with a volunteer computer tutor.

10. The Library is a public place which is not appropriate for viewing materials that may not
be suitable for other patrons to see. The Library staff reserves the right to remove such
materials from the computer and to instruct the patron to refrain from seeking similar
sites.

11. The user is responsible for choosing the sites they access through the Internet and for
using these resources in an appropriate manner

12. Payment for copies printed during their internet session must be made at the end of their
session. Black & white copies are 15 cents per page. Color copies are 25 cents per page.

13. A user must RETURN ALL printer OPTIONS TO ITS DEFAULTS if he/she has
altered them while printing so that other Internet users will not be inconvenienced.

14. The Library does not provide users with e-mail accounts. You may create a personal e-
mail account at several free sites on the Internet. Please contact our Technical Instructor
if you need help in setting one up.

15. The library is NOT RESPONSIBLE FOR DAMAGE to a patron’s thumb drive or
computer or for any loss of data, damage, or liability that may occur from use of the
Library’s computes

16. The Internet computers are normally available, subject to periodic maintenance, during
library hours. The reservation system will shut down all public access computers 15
minutes prior to closing.

A User must NOT

1. Use a computer to gain unauthorized access to the Library’s network or computer systems or
to any other network or computer system.

2. Obstruct other people’s work by consuming large amount of system resources by downloading



large document files, music, images or by deliberately crashing any library computer system.
3. Damage or attempt to damage computer equipment or software.

4. To alter or attempt to alter software configurations.

5. To cause degradation or attempt to cause degradation of system performance.

6. Use any Library computer for any illegal or criminal purpose.

7. Violate copyright or patent laws or software licensing agreements by his/her use of library
computers.

8. Engage in any activity which is deliberately and maliciously offensive, libelous, or slanderous,
9. The user MAY NOT USE HIS/HER OWN SOFTWARE PROGRAMS on the library’s
computers.

10. An individual may not interfere with another patron’s use of Library computers.

The library may deny or withhold computer/Internet privileges and other library services for
infractions of these policies. The parents or guardians of minors may also lose their computer
privileges and other library services for infractions of these policies by their children. Unlawful
activities will be dealt with in an appropriate manner.

Approved by the Board: March 8%, 2022



8.3 Access by Minors

1. It is the policy of the library that parents and guardians are responsible for setting guidelines
and restrictions for use of the library computers by their minor children.

2. Children’s computers have a commercially produced filter which attempts to block sites that
might be considered objectionable.

3. The library cannot and does not guarantee that the filter will always block objectionable sites.
Library staff cannot be responsible for supervising minors while they are using the Internet.

Approved by the Board: March 8%, 2022



8.4 User Agreement
By checking the back of their library application card and having a dot placed on their card, the
user acknowledges that he/she has received a copy of this form & will abide by the library

Internet Use Policy and Guidelines.

The above are rules and regulations of the Oswego Public Library. These are effective May 6,
2008 as adopted by the Board of Trustees of the Oswego Public Library.

Approved by the Board: March 8%, 2022



8.5 Wireless Internet Access

The Oswego Public Library offers free wireless Internet access to library users with wireless-
enabled devises. The provisions set forth in the Library’s Internet Use Policy and Guidelines are
applicable to wireless network access.

Our network supports a wide range of laptop computers. Most wireless network cards will be
compatible. However, the Library can make no guarantees as to compatibility of a library user’s
device with the Library’s network. If a device doesn’t recognize our wireless network, the library
user should review the configuration settings provided at the Circulation desk. Library staff does
not provide wireless access support and will not install or modify hardware or software.

Communication through the wireless network should not be considered secure. Library users are
responsible for selecting and installing security protection and current virus definitions on their
wireless devices. The Library is not responsible for damage to hardware or software,
transmission of computer viruses, loss of data or email, or any harm resulting from the use of an
unsecured server. It is strongly advised that personal, financial or otherwise sensitive information
not be transmitted through the wireless network.

Printing from the wireless network is available. Stop at the main circulation desk or visit the
library’s website at www.oswegopubliclibrary.org to learn how. Files can be saved to a device or
e-mailed.

The wireless network can accommodate interactive searches on the Web. It cannot accommodate
the downloading of large document files. Therefore, downloading of software, images, music,
etc. from the Web onto a library user’s equipment is not permitted. Library users will be asked to
terminate any activity that adversely impacts the network’s performance.

When using wireless-enabled devises to listen to music, dialog, sound effects, etc. library users
must use earphones to make the sound inaudible to others. If sound is heard despite the
earphones, the library user must lower the sound level or turn the equipment off.

The above are rules and regulations of the Oswego Public Library.

Adopted by the Board May 6, 2008


http://www.oswegopubliclibrary.org/

9. Appendix

9.1 History

In 1853 Gerrit Smith, abolitionist, prohibitionist, temperance advocate, and businessman,
donated funds to establish the Oswego City Library. On April 15, 1854 by act of the New York
State Legislature, the library was incorporated. In

1855, the library was constructed.

The library building, erected by the architectural firm of Hewes and Rose of Syracuse, is built in
the “Norman” style, with towers, corbels, and crenellated battlements reflecting those of a
medieval castle. Now on the National Registry of Historical Buildings, the building is one of the
oldest libraries built in New York State to serve continuously as a library.

After many years of financial difficulties, the Oswego City Library was compelled to reorganize.
Since 1856, the Board of Education had made use of the library facilities. In 1923, an agreement
was reached, between the Board of Education and the library, in which the Board of Education
agreed to provide funding for staff, utilities and books. This agreement remained in effect with
the Oswego City School District providing 90% of the library’s operating budget until June 30,
1999.

July 1, 1999 a new chapter opened for the Library. Re-chartered as the Oswego School District
Public Library, the Library will raise its operating funds through a tax levied on property owners
of the Oswego City School District. An elected Board of Directors will administer these funds.
New hours have been instituted.

Approved by the Board: March 8%, 2022



9.2 Library Bill of Rights

The American Library Association affirms that all libraries are forums for information and ideas,
and that the following basic policies should guide their services.

I. Books and other library resources should be provided for the interest, information, and
enlightenment of all people of the community the library serves. Materials should not be
excluded because of the origin, background, or views of those contributing to their creation.

II. Libraries should provide materials and information presenting all points of view on current
and historical issues. Materials should not be proscribed or removed because of partisan or
doctrinal disapproval.

II1. Libraries should challenge censorship in the fulfillment of their responsibility to provide
information and enlightenment.

IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment
of free expression and free access to ideas.

V. A person’s right to use a library should not be denied or abridged because of origin, age,
background, or views.

VL. Libraries that make exhibit spaces and meeting rooms available to the public they serve
should make such facilities available on an equitable basis, regardless of the beliefs or
affiliations of individuals or groups requesting their use.

Adopted June 18, 1948. Amended February 2, 1961, and January 23, 1980, inclusion of “age”
reaffirmed January 23, 1996, by the ALA

Council.

Approved by the Board: March 8%, 2022



9.3 The Freedom to Read

The freedom to read is essential to our democracy. It is continuously under attack. Private groups
and public authorities in various parts of the country are working to remove or limit access to
reading materials, to censor content in schools, to label “controversial” views, to distribute lists
of “objectionable” books or authors, and to purge libraries. These actions apparently rise from a
view that our national tradition of free expression is no longer valid; that censorship and
suppression are needed to avoid the subversion of politics and the corruption of morals. We, as
citizens devoted to reading and as librarians and publishers responsible for disseminating ideas,
wish to assert the public interest in the preservation of the freedom to read.

Most attempts at suppression rest on a denial of the fundamental premise of democracy: that the
ordinary citizen, by exercising critical judgment, will accept the good and reject the bad. The
censors, public and private, assume that they should determine what is good and what is bad for
their fellow citizens. We trust Americans to recognize propaganda and misinformation, and to
make their own decisions about what they read and believe. We do not believe they need the help
of censors to assist them in this task. We do not believe they are prepared to sacrifice their
heritage of a free press in order to be “protected” against what others think may be bad for them.
We believe they still favor free enterprise in ideas and expression.

These efforts at suppression are related to a larger pattern of pressures being brought against
education, the press, art and images, films, broadcast media, and the Internet. The problem is not
only one of actual censorship. The shadow of fear cast by these pressures leads, we suspect, to an
even larger voluntary curtailment of expression by those who seek to avoid controversy. Such
pressure toward conformity is perhaps natural to a time of accelerated change. And yet
suppression is never more dangerous than in such a time of social tension. Freedom has given the
United States the elasticity to endure strain. Freedom keeps open the path of novel and creative
solutions, and enables change to come by choice. Every silencing of a heresy, every enforcement
of an orthodoxy, diminishes the toughness and resilience of our society and leaves it the less able
to deal with controversy and difference.

Now as always in our history, reading is among our greatest freedoms. The freedom to read and
write is almost the only means for making generally available ideas or manners of expression
that can initially command only a small audience. The written word is the natural medium for the
new idea and the untried voice from which come the original contributions to social growth. It is
essential to the extended discussion that serious thought requires, and to the accumulation of
knowledge and ideas into organized collections.

We believe that free communication is essential to the preservation of a free society and a
creative culture. We believe that these pressures toward conformity present the danger of
limiting the range and variety of inquiry and expression on which our democracy and our culture
depend. We believe that every American community must jealously guard the freedom to publish
and to circulate, in order to preserve its own freedom to read. We believe that publishers and
librarians have a profound responsibility to give validity to that freedom to read by making it
possible for the readers to choose freely from a variety of offerings.



The freedom to read is guaranteed by the Constitution. Those with faith in free people will stand
firm on these constitutional guarantees of essential rights and will exercise the responsibilities
that accompany these rights.

We therefore affirm these propositions:

1. Itis in the public interest for publishers and librarians to make available the widest diversity
of views and expressions, including those that are unorthodox or unpopular with the majority.
Creative thought is by definition new, and what is new is different. The bearer of every new
thought is a rebel until that idea is refined and tested. Totalitarian systems attempt to maintain
themselves in power by the ruthless suppression of any concept that challenges the established
orthodoxy. The power of a democratic system to adapt to change is vastly strengthened by the
freedom of its citizens to choose widely from among conflicting opinions offered freely to them.
To stifle every nonconformist idea at birth would mark the end of the democratic process.
Furthermore, only through the constant activity of weighing and selecting can the democratic
mind attain the strength demanded by times like these. We need to know not only what we
believe but why we believe it.

2. Publishers, librarians, and booksellers do not need to endorse every idea or presentation they
make available. It would conflict with the public interest for them to establish their own political
moral or aesthetic views as a standard for determining what should be published or circulated.
Publishers and librarians serve the educational process by helping to make available knowledge
and ideas required for the growth of the mind and the increase of learning. They do not foster
education by imposing as mentors the patterns of their own thought. The people should have the
freedom to read and consider a broader range of ideas than those that may be held by any single
librarian or publisher or government or church. It is wrong that what one can read should be
confined to what another thinks proper.

3. Itis contrary to the public interest for publishers or librarians to bar access to writings on the
basis of the personal history or political affiliations of the author. No art or literature can
flourish if it is to be measured by the political views or private lives of its creators. No society of
free people can flourish that draws up lists of writers to whom it will not listen, whatever they
may have to say.

4. There is no place in our society for efforts to coerce the taste of others, to confine adults to the
reading matter deemed suitable for adolescents, or to inhibit the efforts of writers to achieve
artistic expression. To some, much of modern expression is shocking. But is not much of life
itself shocking? We cut off literature at the source if we prevent writers from dealing with the
stuff of life. Parents and teachers have a responsibility to prepare the young to meet the diversity
of experiences in life to which they will be exposed, as they have a responsibility to help them
learn to think critically for themselves. These are affirmative responsibilities, not to be
discharged simply by preventing them from reading works for which they are not yet prepared.
In these matters values differ, and values cannot be legislated; nor can machinery be devised that
will suit the demands of one group without limiting the freedom of others.

5. It is not in the public interest to force a reader to accept with any expression the prejudgment
of a label characterizing it or its author as subversive or dangerous. The ideal of labeling



presupposes the existence of individuals or groups with wisdom to determine by authority what
is good or bad for the citizen. It presupposes that individuals must be directed in making up their
minds about the ideas they examine. But Americans do not need others to do their thinking for
them.

6. It is the responsibility of publishers and librarians, as guardians of the people s freedom to
read to contest encroachments upon that freedom by individuals or groups seeking to impose
their own standards or tastes upon the community at large. It is inevitable in the give and take of
the democratic process that the political, the moral, or the aesthetic concepts of an individual or
group will occasionally collide with those of another individual or group. In a free society
individuals are free to determine for themselves what they wish to read, and each group is free to
determine what it will recommend to its freely associated members. But no group has the right to
take the law into its own hands, and to impose its own concept of politics or morality upon other
members of a democratic society. Freedom is no freedom if it is accorded only to the accepted
and the inoffensive.

7. It is the responsibility of publishers and librarians to give full meaning to the freedom to read
by providing books that enrich the quality and diversity of thought and expression. By the
exercise of this affirmative responsibility, they can demonstrate that the answer to a “bad” book
is a good one, the answer to a “bad” idea is a good one. The freedom to read is of little
consequence when the reader cannot obtain matter fit for that reader’s purpose. What is needed is
not only the absence of restraint, but the positive provision of opportunity for the people to read
the best that has been thought and said. Books are the major channel by which the intellectual
inheritance is handed down, and the principal means of its testing and growth. The defense of the
freedom to read requires of all publishers and librarians the utmost of their faculties, and
deserves of all citizens the fullest of their support. We state these propositions neither lightly nor
as easy generalizations. We here stake out a lofty claim for the value of the written word. We do
so because we believe that it is possessed of enormous variety and usefulness, worthy of
cherishing and keeping free. We realize that the application of these propositions may mean the
dissemination of ideas and manners of expression that are repugnant to many persons. We do not
state these propositions in the comfortable belief that what people read is unimportant. We
believe rather that what people read is deeply important; that ideas can be dangerous; but that the
suppression of ideas is fatal to a democratic society. Freedom itself is a dangerous way of life,
but it is ours.

This statement was originally issued in May of 1953 by the Westchester Conference of

the American Library Association and the American Book Publishers Council, which in

1970 consolidated with the American Educational Publishers Institute to become the
Association of American Publishers. Adopted June 25, 1953; revised January 28, 1972,

January 16, 1991, July 12, 2000, by the ALA Council and the AAP Freedom to Read
Committee.

A Joint Statement by:

American Library Association

Association of American Publishers

Subsequently Endorsed by:

American Association of University Professors

American Booksellers Foundation for Free Expression



American Society of Journalists and Authors

The American Society of Newspaper Editors
Anti-Defamation League of B’nai B’rith
Association of American University Presses

Center for Democracy & Technology

The Children’s Book Council

The Electronic Frontier Foundation

Feminists for Free Expression

Freedom to Read Foundation

International Reading Association

The Media Institute

National Coalition Against Censorship

National PTA

Parents, Families and Friends of Lesbians and Gays
People for the American Way

Student Press Law Center

The Thomas Jefferson Center for the Protection of Free Expression

Approved by the Board July 1999 when new board took over accepting all policies already in
place




9.4 Freedom to View Statement

The freedom to view along with the freedom to speak, to hear, and to read, is protected by the
First Amendment to the Constitution of the United States. In a free society. there is no place for
censorship of any medium of expression. Therefore these principles are affirmed:

1.To provide the broadest access to film, video, and other audiovisual materials because they are
a means for the communication of ideas. Liberty of circulation is essential to insure the
constitutional guarantee of freedom of expression.

2. To protect the confidentiality of all individuals and institutions using film, video, and other
audiovisual materials.

3. To provide film, video, and other audiovisual materials which represent a diversity of views
and expression. Selection of a work does not constitute or imply agreement with or approval of
the content.

4. To provide a diversity of viewpoints without the constraint of labeling or prejudging film,
video or other audiovisual materials on the basis of the moral, religious, or political beliefs of
the producer or filmmaker or on the basis of controversial content.

5. To contest vigorously, by all lawful means, every encroachment upon the public’s freedom to
view.

This statement was originally drafted by the Freedom to View Committee of the American Film
and Video Association (formerly the Educational Film Library Association) and was adopted by
the AFVA Board of Directors in February, 1979. This statement was updated and approved by
the AFVA Board of Directors in 1989.

Endorsed January 10. 1990. by the ALA Council
Endorsed by the Oswego S D Public Library

Approved by the Board: March 8%, 2022



9.5 Free Access to Information

The American Library Association asserts that the charging of fees and levies for information
services, including those services utilizing the latest information technology, is discriminatory in
publicly supported institutions providing library and information services.

The American Library Association shall seek to make it possible for library and information
service agencies which receive their major support from public funds to provide service to all
people without additional fees and to utilize the latest technological developments to insure the
best possible access to information, and ALA will actively promote its position on equal access
to information

Endorsed by the Oswego S D Public Library June 7 2011

Approved by the Board: March 8%, 2022



BY-LAWS
OF
OSWEGO SCHOOL DISTRICT PUBLIC LIBRARY

ARTICLE |
THE CORPORATION

1.1 Preamble: The Board of Trustees of the Oswego S. D. Public Library, a public
municipal library, hereafter designated as “The Board”, a corporation created by a charter
granted to the University of the State of New York, dated 4/4/00, and a member of the North
Country Library System and the Oswego County Library Association, hereby enacts the
following By-laws:

1.2 Purpose: The purpose of the Oswego S.D. Public Library is to provide superior
service and quality programs and to assemble, preserve, and provide printed, electronic and
other materials that will meet the day-to-day educational, informational, cultural, and
recreational interests and needs of the community in compliance with local, State, and Federal
laws.

1.3 Revenues and Earnings: The revenues, if any, derived from the operation of the
Library, and from appropriations and other sources, including but not limited to the City and
County of Oswego, and the State of New York, and grants from public and private entities shall
be applied:

a. to the cost and expense of operating the Library;

b. to the upkeep, maintenance, repair and replacement of the building and premises
and any equipment thereon;

C. if deemed advisable by the Board of Trustees, the acquisition of additional real

and personal property for the use and purposes of the Library.

1.4 Specified Donations and Gifts: Any funds and real or personal property received with
specific directions as to their use, may, in the discretion of the Board, be accepted, held, and
used in conformity with such directions.

15 Unspecified Donations and Gifts: Any funds received for the benefit of the Library
without specific directions as to their use, shall be held and used for the purposes as specified
in 81.3 of the by-laws as the Board shall direct.

1.6 The Oswego SD Public Library shall be maintained as a tax exempt corporation [501-
¢(3)] under the applicable provisions of the Internal Revenue Code.

ARTICLE Il
BOARD OF TRUSTEES
2.1 Powers: Except as otherwise provided by law, the Articles of Incorporation, as set
forth in Chapter 266 of the Laws of 1854, as amended, or by these By-laws, the Board shall

exercise the powers of the corporation, conduct its business affairs, control its property, and
shall be responsible for evaluating the future library needs of the community and presenting a



plan which will provide for the growth and improvement of the Library and library service. It
shall enlist the aid of the library director and the librarian when necessary.

2.2 Board of Trustees: = The Board shall consist of seven persons. Trustees shall be
elected for a term of five years or until their successors are elected and qualified. No more than
two shall be elected in any one year for full five year terms. In the event that positions are open
for a full five year term and for less than a full five year term, the candidate receiving the highest
number of votes shall fill the full five year term position. The election may take place at the
same time as the annual School Board Election, or at such other time as determined by the
Board of Trustees.

2.3 Members of the Board shall be residents of the Library District; to wit, the Enlarged
Oswego School District.

2.4 Any Trustee may resign from the Board by a resignation in writing addressed to the
Secretary or President. A successor Trustee will be appointed by the Board at a duly called or
regular meeting, as soon as possible. The successor Trustee will be appointed until the next
School Board Election, at which time, he/she may seek election for the remaining years of the
term. Any other vacancy created by illness, death, or any other possible cause, shall be filled in
the same manner. If any Trustee shall fail to attend three consecutive meetings without excuse
accepted as satisfactory by the Trustees, he or she shall be deemed to have resigned, and the
vacancy shall be filled.

2.5 Meetings:

a. All meetings of the Board shall be held at the Library or at such other place in the
City of Oswego, or Towns of Oswego, Minetto or Scriba, as the president may select.

b. Meetings shall be held at least monthly, at dates and times to be established by
the Board at the beginning of the library year. The President, or a majority of members by
petition, may call special meetings of the Board and fix the time and place therefor. All meetings
shall be open to the public, except under those circumstances set forth in the New York State
Public Officers Law, Section 7, regarding conduct of executive sessions. Each board member
shall be notified in writing of every meeting at least five days prior to the scheduled date.
(Amended 6-11-2024)

C. Five of the duly qualified members of the Board of Trustees shall constitute a
guorum for the conduct of business. Unless otherwise required by law or these By-laws, the
action of a majority of the Trustees present at a meeting at which a quorum is present shall be
the act of the Board. Meetings shall be conducted pursuant to Roberts Rules of Order.

d. The suggested order of business shall be as follows:
i. Roll Call
ii. Review of minutes of previous meeting
iii. Correspondence and communications
iv Public comment period
v. Financial report and approval of expenditure
vi. Report of the Library Director
vii. Report of Committees
viii. Nominations and elections, if any
ix. Old business
X. New business
xi. Executive Session, if any
oo 2
xii Adjournment



ARTICLE 1l
OFFICERS

3.1 Titles: The officers of the corporation shall be a President, Vice-President, Secretary,
and Fiscal Officer. All officers shall be elected for the terms and in the manner hereinafter
provided. All officers shall be members of the Board.

The Treasurer shall be appointed by the Board. Said Treasurer shall not be an elected member
of the Board nor a voting member.

3.2 Terms: The officers of the corporation shall hold office for two years or until their
successors are elected and qualified. No more than three consecutive terms may be served.
(Amended 8.9.2022)

3.3 Elections and Vacancies: Officers of the corporation shall be elected by the Board at
each annual meeting which shall be the first meeting in July. Any vacancy occurring in
the ranks of the elected officers of the corporation during their terms of office may be filled
by the Board of Trustees at any regular or special meeting, providing notice of the
contemplated action be contained in the call for such special meeting.

3.4 Resignations and Removals: Any officer may resign at any time by giving written notice
to the President or Secretary.

35 Duties of Officers:
a. President

The President shall be the chief corporation officer of the corporation and shall preside
at the meetings of the Board. He or she shall appoint all committees and designate the chair
thereof and shall be an ex-officio member of all committees. Appointments to all standing
committees shall be made at the annual meeting in July. He or she shall execute contracts and
other written documents on behalf of the corporation in conformance with the policies
established by the Board of Trustees and shall perform other duties as may be required of him
or her by the Charter, By-laws, and as may be prescribed by the Board from time to time.

b. Vice-President

The Vice-President shall perform the duties of the President in case of the absence or
disability of the President, and shall succeed to the office of the President upon the resignation
or death of the President. In case both the President and Vice-President are absent from a
meeting, any member may call the meeting to order, and the members present (there being a
guorum) shall elect a Chairman pro tem. The Vice-President shall be a member of the Finance
Committee and be authorized to sign checks for payment of funds as authorized by the Library
Board of Trustees.



C. Secretary

The Secretary shall have charge of the records of the Board and shall keep the minutes
of its meetings. A copy of the minutes shall be kept in the Library and shall be available to the
public. The Secretary shall notify members of all regular and special meetings of the Board at
least five days in advance and shall perform such other duties as generally associated with that
office.

d. Fiscal Officer

The Fiscal Officer shall provide oversight to the Treasurer, shall chair the Finance
Committee, and shall be authorized to sign checks for payment of funds as authorized by the
Library Board of Trustees.

e. Treasurer

The Treasurer, who shall be bonded, shall have oversight regarding the fiscal affairs of
the Library. The Treasurer shall pay out funds by check signed by the Fiscal Officer or
Treasurer, as authorized by the Board of Trustees, or, in case of the disability or absence of the
Fiscal Officer or Treasurer, by the Vice-President. The Treasurer shall keep accurate records of
all money received and disbursed and shall make a written report thereof to the Board on a
monthly basis.

ARTICLE IV
COMMITTEES

4.1 The Board may consider and act on any matter before it with or without
recommendations from a committee. The President shall appoint standing and ad hoc
committees as described herein. Each committee chairperson shall be responsible for periodic
meetings of the committee and shall have an opportunity to report at each regular meeting of
the Board. A chairperson and committee members shall be assigned annually by the President.
The President shall be a member, ex-officio, of all committees. Ad hoc Committees will be
appointed as needed.

a.2 The following committees shall be standing committees:

a. The Finance Committee shall consist of the Fiscal Officer, Treasurer, Vice-President
and the Library Director. It shall have general supervision of the policies and plans
for the fiscal resources of the Library. It will be responsible for but not limited to:

i. Overseeing preparation of an annual budget for the Board’s approval.
ii. Obtaining a fiscal audit when requested by the Board of Trustees.
iii. General oversight of the fiscal affairs of the Library.

b. The Buildings and Grounds Committee shall oversee the maintenance and upkeep

of and the capital improvements to the Library building and grounds. It shall conduct periodic

inspections of the building and make recommendations to the Board concerning repairs and
alterations, replacement or addition to the building and equipment, anticipated building and



equipment expenses to be included in the annual budget, and other such matters as may be
referred to it by the Board.

c. The Personnel Committee shall recruit, recommend, and present to the Board final
candidates for the Library Director position. The Personnel Committee shall review
recommendations from the Director for other library positions, and shall then inform the Board of
its recommendation. It shall annually evaluate the performance of the Director and make
recommendations for salary and benefits for all employees. It shall adjudicate, if necessary, any
formal grievance brought to it by a staff member, reporting the matter and decision to the Board
at its next meeting. It shall be responsible for writing job descriptions and Board policies with
respect to personnel matters.

d. The Policy and Governance Committee shall advise and respond to matters
involving Library policies and amendments to these bylaws. It shall insure that Board
procedures and practices are in compliance with local, State and Federal regulations and will
create policies for recommendation to the Board for managing the Library and its long range
plans when necessary. The Committee shall annually present to the Board of Trustees a slate
of officers for election. Potential candidates for President of the Board of Trustees are ineligible
to participate in the nominating process.

e. The Technology Committee’s responsibilities include, but are not limited to, an
annual review of the Library’s technology to identify areas in need of upgrading and making
recommendations to the Board regarding any and all upgrades deemed necessary either as a
result of the annual review, or throughout the year, as the need arises.

4.3 Ad hoc committees may be created by the President or the Board of Trustees when
deemed necessary, to look into some specific area or need of the Library, and report to the
Board of Trustees with proper recommendations. When the need for a committee has ceased,
it will be abolished. The President will appoint all members of ad hoc committees and name the
chair.

ARTICLE V
LIBRARY DIRECTOR
5.1 The Board shall appoint a qualified library director who shall be the executive and
administrative officer of the Library and who shall be appointed as specified in New York State

Law and Regulations.

5.2 The Director shall be held responsible for the proper performance of duties as spelled
out in the job description provided by the Board.

5.3 It shall be the duty of the Director to submit a written report for all regularly scheduled
meetings of the Board, and to be responsible for filing the annual report to the NYS Education
Department.

ARTICLE VI

INDEMNIFICATION



The Oswego School District Public Library, having its principal office at 120 East Second Street,
Oswego, New York 13126 in the County of Oswego, New York, from and after the date hereof
shall hold harmless any and all Trustees, Officers, Directors, and Staff from any and all liability,
claims demands or expenses by reason of acting as a Trustee, Officer, Director and Staff or
otherwise by reason of any and all actions performed or omissions to acts by reason of being a
Trustee, Officer, Director, and Staff or otherwise of the System. (See New York State Education
Law #720(a), paragraph 11.)

ARTICLE VII
FISCAL YEAR

The Fiscal year of the corporation is July 1 to midnight June 30. It may be changed by
resolution of the Board.

ARTICLE VI
AMENDMENT TO BY-LAWS

These by-laws may be amended at any regular or special meeting of the Board of Trustees by a
two/thirds vote of those present, provided that written notice of the proposed amendment is
given to the Trustees either by mail or personally not less than five days before such regular or
special meeting.

Adopted April 20, 2004

Amended February 8, 2022
Amended August 9, 2022
Amended June 11, 2024
Amended June 10, 2025
Amended August 12, 2025



1.3a Document of Understanding between the North Country Library System and its
Member Libraries

Document of Understanding Between the
North Country Library System.and its Member Libraries

“This document sets forth tie major responsibilities of the Nerth Country Library System
(NCLS) and Its member fibrarles. The member libraries have! mutyak expgctations and
require.essentlal shared services in order to provide better service to the public. In ns
general, librarles serve the public directly and NCLS serves the member lbraries.

The Misslon Statément for NCLS Is: “To tmprove library service In the NCLS area by
facillizting services that member libraries cannot offer themselves, or services that make
sense to provide In a cooperative manner.  NCLS will help our mernber libraries Improve
seciety through facilitating knowledge creatlon In thelr communities”.

To facliitate a better cooperative approach to meeting our mutual expectations for
service, the following are understoad by both the member loraries and NCLS.

Core services are either required or essential, and are currently funded primarlly by MY State.

1 NCLS will malntzin and operate an online union cataloy and a dellvery sarvice for
the distrlbution of materials for the suppart of Interllbrary loan service and other
library materials as appropriate.

2, NCLS will arrange training for member libraries on professional library Issutes and
issues of computer and communications technology to encourage’and enable
member libraries to take advantage of the evolving information environment,

3. NCLS wilt be avallable for consultation with member library board and staff
members on professional library Issues and Issues pertalning to general
management and funding.

4, NCLS will inform members of grant opportunities and will administer any grants
received by NCLS for the benefit of members as well as provide support for
appropriate programs.

5. NCLS will facllitate a means for the mutual exchange of ldeas and plans for
service, such as the Directors Organization, joint commitiees, and the NCLSALL
Listserv.

6. NCLS wil} provide Outreach Services as mandated by the Commissioner of

Education’s Regulations.

7. NCLS will support library development, and provide guldance on national, state
and regional issues.

8. MCLS will suppors the Central Library as detailed by the Commissioner of
Educatlon's Regulations.



Shared Services are jointly supported by NCLS and member [ibraries, These may
require a fee or charge, which might require a separate agreement or document of
charges and services. If a library chooses not to participate in a fee-based service
then that lbrary and its patrons will not have access to that service,

1 NCLS will provide centralized support for printing services, rotating farge print
collections, and advocacy for libraries,in the region. NCLS will serve as a
repasitory of professional material for the member libraries.

2. NCLS will provide access to and manage an integrated library system (ILS,
currently SIRSL). NCLS will fully engage the member libraries in the decision
making process for the ILS through the Joint Automation Board and JAB
committees.

3 NCLS will communicate to the members changes in the capabilities and use of
the ILS and provide training and guldance for its use.

4, NCLS will provide technolagical leadership and support services in order to keep
the member lbraries current with information technolegy.

5 NCLS wili maintain and operate a delivery service for the exchange of interlibrary
loan materials. Each member library wil receive a miniraum of ane delivery per
week,

6. NCLS will facilitate the growth of, and provide centralized support for, a reglonal
digitalfonline library collection as agreed upon by the member libraries.

Member Library Requirements

1. Mamber libraries wil! maintain and contribute thelr up-to-date collection holdings
to the union catalog.

2 Member libraries wili provide barrowing privileges, as provided for in the NCLS
Free Direct Access Plan, to patrons of other libraries in the four-county NCLS area,

3 Member llbraries will provide, in a timely manner, the various reports required by
New York State,

4, Member libraries will participate in the Inter-library Loan service withln the NCLS
area.

5 Member libraries will participate In planning the financial support for the cost of
shared services.

6. The NCLS Plan of Service is a fundamental document for all member libraries.
This is stated in the Commissioner of Education’s Regulation 90,3 (2) “The plan
of service defines the mutual commitments, respensibilities and obligations of the
public library system and its member [ibraries in meeting the service neads of the
area served and statewida library service goals”,



Member Library Responsibilities/ Expectations

L Member librarles are expected to have staff and Trustees maintain a subscription
to NCLSALL and MLTRUSTEES Listservs, and participate in the election of
Trustees to the NCLS Board.

2. Member [braries are expected to enable the participation of their Director, staff
and Trustees in the Directors QOrganization, the Joint Automation Board and
continuing education opportunities.

i Member Yibrary Directors are expected to keep thelr Trustees informed about

events and services available from NCLS and to keep NCLS informed of the
services they desire.

By signing this document you are affirming membership in the NCLS with all benefits,
privileges and responsibilitles as outlined above.

/L\// oA st A [2004

President, XXX Library : Date

S P
- Djrector, NCLS Date /




1.3B JOINT AUTOMATION BOAR (JAB) MEMO OF UNDERSTANDING

To: Members of the Joint Automation Board
From: The JAB Circulation and Cataloging Committees
Date: March 20, 2018

The Joint Automation Board (JAB) Circulation and Cataloging Committees would like to
reinforce the obligations that are necessary to ensure the smooth and reliable delivery of
automated services. We have listed some of the obligations inherent to NCLS in facilitating a
cooperative autormated system, Also listed are the responsibilities of the JAB members. The JAB
Circulation Committee feels strongly that it is necessary to emphasize a commitment 10 these
shared duties, and hopes that the JAB will vote to send this document to each member library,

Respongibilities of the Joint Automation Board and Committees

JAB creates and votes on the Bylaws and Circulation Standards for the libraries,

The committees discuss issues and possible changes in procedure in the day 1o day use of the
Circulation System, for the betterment of all libraries. These changes are then presented to the
libraries at the next JAB meeting for & full discussion and possible vote to amend the Bylaws or
Circulation Standards. ’

Responsibilities of each JAB Library

1) Purchese, install, and maintain at iis own expense the equipment used in each individual
library, including but not limited to necessary telecommunications equipment,
workstations, barcode readers, and printers,

2) Consult with the appropriate NCLS staff before purchasing barcode labels, other
equipment or any devices, including PCs, scanners, supplies, etc,, to ensure compatibility
with the computer system.

3) Make appropriate members of its staff available for training in the proper and efficient
use of the computer system.

4) Take reasonable steps to prevent improper use of the SIRS] system.

5) Provide calendar and policy file changes to NCLS as requested.

.6) Ensure that database maintenance standards are followed by staff.

7) Abide by the rules and procedures for the use of the circulation system as established by

the JAB. A copy of the JAB Bylaws and agreed upon JAB guidelines s posted on the
NCLS website,



Responsibilities of the North Country Library System Service Center

1

2)

3
4)
5)

6)

7

8)

9

Maintain the servers, peripherals, and telecommunications equipment that support the
central SIRSI system, web hosting and other automation services.

Provide skilled and trained NCLS staff to maintain, oversee, and develop ali Autornation
Services. .

"\
.

House the ceniral site hardware required for all supported automation services.
Assume the costs of electric power, heating, and cooling for central site hardware,
Insure all central site hardware,

Purchase, install, and maintain at the Service Center telecommunications equipment
necessary to connect JAB members to the SIRSI computer system,

Perform regular maintenance tasks and enter into such maintenance contracts as needed
for hardware and software to assure a reasonable level of reliability and respansiveness of
the central site computer system.,

Provide JAB members with notices and statistical reports on the use of the SIRSI system.
Provide training to ibrary staff & volunteers, both initially and on an on-going basls,

sufficient to aflow them to make fult use of the SIRS! systemn, Types and levels of
training will be determined following appropriate consultation with the JAB,

10) Maintain daily and monthly back-up of all SIRSI transactions at a site other than the

NCLS building,

11) Provide registration forms and NCLS Universal borrowers' cards for use by the JAB

members,

12) Send bills for assessed fees.

13) Maintain the bibliographic database shared by all libraries, Oversee the securlty and

integrity of the Circulation System,



Z7), NORTH COUNTRY PR Coun a0
./ LIBRARY SYSTEM S

Sarving 65 tlarazles In Jetterson, Lewls, Cawepo and 51 Luwrunce Couptes —

MEMO of UNDERSTANDING

The Board of Trustees of the OSLD'E-C”O ‘ Ledd 1 ¢ leRPsP\\jfﬁ

discussed the statement of responsibilities that was approved by the Jeint
Automation Board at their January meeting. Our comments or questions are

attached or were directed to Susan Mitchell or Marcia Bulger at the NCLS Service

Center.

f)z_uxgg_,_ggfvo /3] 201%

Board President . Date

YR “’P«&tﬂ*ﬁ =l ¢

Library Director Date
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