
 POLICIES OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY – REV 4-24-17 

 
 

1 

Table of Contents 
POLICY 1.1 CONTENT AND ISSUANCE OF POLICIES........................................................ 4 

POLICY 2.1 MISSION STATEMENT (AIMS AND PURPOSES) ............................................. 6 

POLICY 2.2 RELEASE OF PUBLIC STATEMENTS ............................................................... 7 

POLICY 2.3 POLICY OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY WITH 
REGARD TO THE FREEDOM OF INFORMATION LAW ............................................................... 8 

POLICY 2.4 CONFLICTS OF INTEREST ............................................................................. 17 

POLICY 2.5 WHISTLEBLOWER POLICY ............................................................................. 20 

POLICY 3.1 RULES OF CONDUCT FOR LIBRARY USERS ............................................... 23 

POLICY 3.2 ISSUANCE OF LIBRARY CARDS .................................................................... 25 

POLICY 3.3 LIBRARY SERVICE TO NON-RESIDENTS...................................................... 26 

POLICY 3.4 HOURS OPEN AND HOLIDAY SCHEDULE .................................................... 27 

POLICY 3.5 USE OF FACILITIES AND MATERIALS ........................................................... 29 

POLICY 3.6 USE OF PROGRAM ROOMS BY THE PUBLIC ............................................... 30 

POLICY 3.7 USE OF THE LIBRARY BY TUTORS ............................................................... 33 

POLICY 3.8  UNATTENDED CHILDREN ............................................................................... 34 

POLICY 3.9 SALES AND FUNDRAISING AT THE LIBRARY .............................................. 35 

POLICY 3.10 APPROPRIATE USE OF THE CHILDREN’S ROOM ....................................... 36 

POLICY 3.11 PRIVACY AND CONFIDENTIALITY ................................................................. 37 

POLICY 3.12 SUSPENSION POLICY ..................................................................................... 38 

POLICY 3.13 AUTOMATED EXTERNAL DEFIBRILLATOR POLICY .................................... 41 

POLICY 3.14  SOLICITATION POLICY.................................................................................... 43 

POLICY 4.1   LIBRARY ACCESS ............................................................................................ 46 

POLICY 4.2 MATERIALS SELECTION POLICY ................................................................... 47 

POLICY 4.3 CIRCULATION OF MATERIALS ....................................................................... 52 

POLICY 4.4 LIBRARY CHARGES AND FEES ..................................................................... 53 

POLICY 4.5 COMPUTER AND INTERNET USE .................................................................. 55 

POLICY 4.6 WIRELESS INTERNET USE ............................................................................. 57 

POLICY 4.7 COMPUTER DEVICE LENDING POLICY ........................................................ 58 

POLICY 5.1 ROLE OF THE BOARD OF TRUSTEES: POWERS AND DUITES.................. 61 

POLICY 5.2 COMMITTEES OF THE BOARD OF TRUSTEES ............................................ 62 

POLICY 5.3 STANDING COMMITTEE FUNCTIONS AND RESPONSIBILITES.................. 63 

POLICY 5.4 CALENDAR FOR BOARD OF TRUSTEES ...................................................... 66 

POLICY 5.5 CRITERIA FOR HOLDING EXECUTIVE SESSIONS BY THE BOARD OF 
TRUSTEES 68 

POLICY 5.6 THE ELECTION AND INTERIM APPOINTMENT OF A TRUSTEE IN EVENT OF 
VACANCY ON THE BOARD OF TRUSTEES .............................................................................. 69 



 POLICIES OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY – REV 4-24-17 

 
 

2 

POLICY 5.7   INDEMNIFICATION OF TRUSTEES AND EMPLOYEES ................................ 70 

POLICY 6.1 POWERS AND DUTIES OF LIBRARY DIRECTOR ......................................... 72 

POLICY 6.2 ANNUAL EVALUATION OF THE LIBRARY DIRECTOR AND  DETERMINATION 
OF DIRECTOR'S COMPENSATION ............................................................................................ 73 

POLICY 7.1 GENERALLY ACCEPTED ACCOUNTING PRINCIPLES ................................. 75 

POLICY 7.2 BUDGET DEVELOPMENT REVIEW and ADJUSTMENT ................................ 76 

POLICY 7.3 CHECK SIGNING PROCEDURES ................................................................... 78 

POLICY 7.4 FINANCING TRAVEL AND DUES FOR STAFF AND TRUSTEES .................. 79 

POLICY 7.5 ANTIFRAUD PROGRAMS AND CONTROLS .................................................. 80 

POLICY 7.6 INVESTMENTS ................................................................................................. 82 

POLICY 7.7 AUDIT ................................................................................................................ 86 

POLICY 7.8 FIXED ASSET CAPITALIZATION POLICY ....................................................... 87 

POLICY 7.9 SURPLUS BOOKS, FURNITURE AND EQUIPMENT POLICY ........................ 90 

POLICY 7.10   FUND BALANCE POLICY ................................................................................. 92 

POLICY 8.1 COOPERATION WITH OTHER LIBRARIES AND SCHOOLS ......................... 94 

POLICY 8.2 ACCEPTANCE OF GIFTS TO THE LIBRARY .................................................. 95 

 
 

      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 



 POLICIES OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY – REV 4-24-17 

 
 

3 

 
 
 
 
 
 
 
 
 
 
 
 

POLICIES 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 POLICIES OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY – REV 4-24-17 

 
 

4 

 

 

POLICY 1.1 CONTENT AND ISSUANCE OF POLICIES.   
        Revised: 5/30/86 
        Revised: 9/19/05 
        Revised: 5/23/16 
        
Need for this Policy:   
  
 In accordance with Article 10 of the Bylaws of the Clifton Park-Halfmoon Public Library, A 
formal method is required to establish and record policies for the Library. 
 
 Policy: 
  
 Policies of the Library shall be established by the Board, Procedures implementing the 
Board policies shall be the responsibility of the Director.   
 
 
 
Approved: 1/22/85 
 
 
 
 

Initial Adoption Date Modified Date Description of Modification 

1/22/1985   

 5/30/1986  

 9/19/2005  

 5/23/2016 
Clarified wording of policy; deleted list of 
definitions 
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POLICY 2.1 MISSION STATEMENT (AIMS AND PURPOSES)  

 
        Revised: 5/22/86 
        Revised: 9/19/05 
        Revised: 2/27/17 

         

 
 Need for this Policy: 
 
 A statement is needed to explain the role of the Library. 
 
Policy: 
 
 The Clifton Park-Halfmoon Public Library nurtures and fosters community connections by 
providing the space and resources for patrons to be educated, entertained and enriched.   
 
 Responsibility: 
 
 It is the responsibility of the Board to promote the role of the local public Library. 
 
Approved: 3/13/85. 
 
 

Initial Adoption  Date Modified Date Description of Modification 

3/13/85   

 5/22/86  

 9/19/05  

 
2/27/17 

Updated to new mission statement 
approved as part of new strategic 
plan 
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POLICY 2.2 RELEASE OF PUBLIC STATEMENTS 

        Revised: 12/12/94 
        Revised: 9/19/05 
        Revised: 5/23/16 

         

 

Need for this Policy: 
 
 A formal chain of responsibility is necessary to assure that only authorized publicity about 
the Library is released to the public and the media. 
 
 Policy: 
 
 Day to day news releases concerning activities of the Library are the responsibility of the 
Library Director or his/her designee.  A copy of all material prepared for release to the media will 
be retained in the Library's files. 
 
 Special releases that either communicate actions of the Board, or are official responses 
to a published statement affecting the Library, should be referred to the Public Relations 
Committee and the President for review. 
 
 The Board President is the spokesperson for the Library.  Questions from the press 
should be referred to the President or his/her designee.  Board members should receive copies of 
all special releases as soon as possible. 
 
Approved: 5/8/86 
 
 

Initial Adoption Date Modified Date Description of Modification 

05/08/1986   

 12/12/1994  

 09/19/2005  

 5/23/2016 
Updated wording about retention of news 
releases 
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POLICY 2.3 POLICY OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY WITH 
REGARD TO THE FREEDOM OF INFORMATION LAW 

 

        Revised: 6/11/99  
                                 Revised: 9/19/05 
        Revised: 6/20/16  
 
Need for this Policy: 
 
 The public should have a method of accessing information to which they are entitled to 
access by law.  
 
Policy: 
 
The people’s right to know the process of government decision-making and the documents and statistics 
leading to determinations is basic to our society.  Access to such information should not be thwarted by 
shrouding it with the cloak of secrecy or confidentiality. 
 
These provisions provide information concerning the procedures by which records may be obtained. 
 
The Library shall furnish to the public the information and records required by the Freedom of Information 
Law, as well as records otherwise available by law. 
 
Any conflicts among laws governing public access to records shall be construed in favor of the widest 
possible availability of public records. 
 
Responsibility: 
 
Section 1: Designation of records access officer. 
 
The Library designates the following person as records access officer: 
 
    Library Director  
    475 Moe Road 
    Clifton Park, New York 12065 
 
The records access officer is responsible for ensuring appropriate agency response to public 
requests for access to records.   
 
The records access officer shall ensure that personnel: 
 

(a)  Assist the requestor in identifying requested records, if necessary. 
 
(b) Contact persons seeking records when a request is voluminous or when locating 

the  records involves substantial effort, so that personnel may ascertain the nature of records 
of  primary interest and attempt to reasonably reduce the volume of records requested.   
 

 (c)  Upon locating the records, take one of the following actions: 
 

  (i)  Make records available for inspection; or, 
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(ii) Deny access to the records in whole or in part and explain in writing the 
reasons therefore. 
 

 

 (d) Upon request for copies of records: 
 

(i)  Make a copy available upon payment or offer to pay established fees, if any, 
in accordance with Section 6; or 

     
  (ii) Permit the requestor to copy those records. 
 

 (e) Upon request, certify that a record is a true copy; and 
 

 (f) Upon failure to locate records, certify that: 
 

  (i)  The Library is not the custodian for such records, or 
 

(ii)  The records of which the Library is a custodian cannot be found after diligent 
search. 

 

Section 2: Location. 
 

  Records shall be available for public inspection and copying at: 
 

   The Clifton Park-Halfmoon Public Library  
   475 Moe Road 
   Clifton Park, New York 12065 
 

Section 3: Hours for public inspection. 
 

Request for public access to records shall be accepted and records produced during all 
hours regularly open for business. 

 

Section 4: Requests for public access to records. 
 

(a) A written request may be required, but oral requests may be accepted when records are 
readily available. 

 
(b) If records are maintained on the internet, the requestor shall be informed that the records 

are accessible via the internet and in printed form either on paper or other information 
storage medium.   

 

 . 
 

(c) A response shall be given within five business days of receipt of a request by: 

(1) informing a person requesting records that the request or portion of the 

request does not reasonably describe the records sought, including direction, to 

the extent possible, that would enable that person to request records reasonably 

described;  

(2) granting or denying access to records in whole or in part;  
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(3) acknowledging the receipt of a request in writing, including an approximate 

date when the request will be granted or denied in whole or in part, which shall 

be reasonable under the circumstances of the request and shall not be more 

than twenty business days after the date of the acknowledgment, or if it is known 

that circumstances prevent disclosure within twenty business days from the date 

of such acknowledgment, providing a statement in writing indicating the reason 

for inability to grant the request within that time and a date certain, within a 

reasonable period under the circumstances of the request, when the request will 

be granted in whole or in part; or 

(4) if the receipt of request was acknowledged in writing and included an 

approximate date when the request would be granted in whole or in part within 

twenty business days of such acknowledgment, but circumstances prevent 

disclosure within that time, providing a statement in writing within twenty 

business days of such acknowledgment specifying the reason for the inability to 

do so and a date certain, within a reasonable period under the circumstances of 

the request, when the request will be granted in whole or in part. 

(d) In determining a reasonable time for granting or denying a request under the 

circumstances of a request, personnel shall consider the volume of a request, the ease or 

difficulty in locating, retrieving or generating records, the complexity of the request, the 

need to review records to determine the extent to which they must be disclosed, the 

number of requests received by the agency, and similar factors that bear on the ability to 

grant access to records promptly and within a reasonable time. 

(e) A failure to comply with the time limitations described herein shall constitute a denial 

of a request that may be appealed. Such failure shall include situations in which an officer 

or employee: 

(1) fails to grant access to the records sought, deny access in writing or 

acknowledge the receipt of a request within five business days of the receipt of a 

request;  

(2) acknowledges the receipt of a request within five business days but fails to 

furnish an approximate date when the request will be granted or denied in whole 

or in part; 

(3) furnishes an acknowledgment of the receipt of a request within five business 

days with an approximate date for granting or denying access in whole or in part 

that is unreasonable under the circumstances of the request;  
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(4) fails to respond to a request within a reasonable time after the approximate 

date given or within twenty business days after the date of the acknowledgment 

of the receipt of a request;  

(5) determines to grant a request in whole or in part within twenty business days 

of the acknowledgment of the receipt of a request, but fails to do so, unless the 

agency provides the reason for its inability to do so in writing and a date certain 

within which the request will be granted in whole or in part; 

(6) does not grant a request in whole or in part within twenty business days of the 

acknowledgment of the receipt of a request and fails to provide the reason in writing 

explaining the inability to do so and a date certain by which the request will be granted in 

whole or in part; or 

(7) responds to a request, stating that more than twenty business days is needed to grant 

or deny the request in whole or in part and provides a date certain within which that will 

be accomplished, but such date is unreasonable under the circumstances of the request. 

 

Section 5: Denial of access to records. 
 

(a) Denial of access to records shall be in writing stating the reason therefore and advising 
the requestor of the right to appeal to the individual or body established to determine 
appeals 

 
 (b) If requested records are not provided promptly, as required by  

Section 5 (d) of these regulations, such failure shall also be deemed a denial of access. 
 

 (c) The following person or persons or body shall determine appeals    
   regarding denial of access to records under the Freedom of Information Law: 
 
   The Board of Trustees of the Clifton Park-Halfmoon Public Library 
   475 Moe Road 
   Clifton Park, New York 12065 

(d)  Any person denied access to records may appeal within thirty days of a denial. 

(e)  The time for deciding an appeal by the individual or body designated to 

determine appeals shall  commence upon receipt of a written appeal identifying: 

(1) the date and location of requests for records; 

(2) a description, to the extent possible, of the records that were denied; and 

(3) the name and return address of the person denied access. 
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(f)  A failure to determine an appeal within ten business days of its receipt by 

granting access to the  records sought or fully explaining the reasons for further denial in 

writing shall constitute a denial  of the appeal. 

(g)  The person or body designated to determine appeals shall transmit to the 

Committee on Open  Government copies of all appeals upon receipt of appeals. Such 

copies shall be addressed to: 

 

Committee on Open Government  

Department of State 

One Commerce Plaza 

99 Washington Avenue, Suite 650 

Albany, NY 12231 

(h) The person or body designated to determine appeals shall inform the appellant and the 

Committee on Open Government of its determination in writing within ten business days of receipt 

of an appeal. The determination shall be transmitted to the Committee on Open Government in 

the same manner as set forth in subdivision (g) of this section. 

   
 
     
 
Section 6: Fees. 
 
 (a) There shall be no fee charged for: 
 
  (i) inspection of records; 
 
  (ii) search for records; 
  
  (iii) any certification pursuant to this part. 
 

. (b) Copies may be provided without charging a fee. 

 

(c) Fees for copies may be charged, provided that: 

(1) the fee for copying records shall not exceed 25 cents per page for photocopies not 

exceeding 9 by 14 inches.  

(2) the fee for photocopies of records in excess of 9 x 14 inches shall not exceed the 

actual cost of reproduction; or 
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(3) an agency has the authority to redact portions of a paper record and does so prior to 

disclosure of the record by making a photocopy from which the proper redactions are 

made. 

(d) The fee an agency may charge for a copy of any other record is based on the actual cost of 

reproduction and may include only the following: 

(1) an amount equal to the hourly salary attributed to the lowest paid employee who has 

the necessary skill required to prepare a copy of the requested record, but only when 

more than two hours of the employee’s time is necessary to do so; and 

(2) the actual cost of the storage devices or media provided to the person making the 

request in complying with such request; or 

(3) the actual cost to the agency of engaging an outside professional service to prepare a 

copy of a record, but only when an agency’s information technology equipment is 

inadequate to prepare a copy, and if such service is used to prepare the copy. 

(e) When an agency has the ability to retrieve or extract a record or data maintained in a 

computer storage system with reasonable effort, or when doing so requires less employee time 

than engaging in manual retrieval or redactions from non-electronic records, the agency shall be 

required to retrieve or extract such record or data electronically. In such case, the agency may 

charge a fee in accordance with paragraph (d)(1) and (2) above. 

(f) An agency shall inform a person requesting a record of the estimated cost of preparing a copy 

of the record if more than two hours of an agency employee’s time is needed, or if it is necessary 

to retain an outside professional service to prepare a copy of the record. 

(g) An agency may require that the fee for copying or reproducing a record be paid in advance of 

the preparation of such copy. 

 
Section 7: Public notice. 
 
  A notice containing the title or name and business address of the records access officers 
and appeals person or body and the location where records can be seen or copies shall be posted in a 
conspicuous location wherever records are kept and/or published in a local newspaper of general 
circulation.  Sample attached as Appendix 2.3-A. 
 

 
Approved: 3/13/85 
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Initial Adoption Date Modified Date Description of Modification 

03/13/1985   

 06/11/1999  

 09/19/2005  

 06/20/16 
Updated based on current Model Rules for 
Public Agencies from COOG 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY 
 

YOU HAVE A RIGHT TO SEE 
PUBLIC RECORDS 

 
APPENDIX 2.3-A 

 
 
 The amended Freedom of Information Law, which took effect January 1, 1978, gives you 
the right of access to many public records. 
 
 The Library has adopted regulations governing when, where and how you can see public 
records. 
 
 The regulations can be seen at all places where records are kept. 
 
 According to these regulations, records can be seen and copied at: 
 
   The Clifton Park-Halfmoon Public Library 
   475 Moe Road 
   Clifton Park, New York 12065 
 
 The following officials will help you to exercise your right to access: 
 
   1.  Agency officials who have in the past been authorized  
        to make records available. 
 
   2.  Records Access Officer(s): 
    Library Director 
    Clifton Park-Halfmoon Public Library 
    45 Moe Road 
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    Clifton Park, New York 12065 
 
 If you are denied access to a record, you may appeal to the following person(s) or body: 
    The Board of Trustees  
    Clifton Park-Halfmoon Public Library 
    475 Moe Road 
    Clifton Park, New York 12065 
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THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY 
 

YOU HAVE A RIGHT TO SEE 
PUBLIC RECORDS 

 
APPENDIX 2.3-A 

 
 
 The amended Freedom of Information Law, which took effect January 1, 1978, gives you 
the right of access to many public records. 
 
 The Library has adopted regulations governing when, where and how you can see public 
records. 
 
 The regulations can be seen at all places where records are kept. 
 
 According to these regulations, records can be seen and copied at: 
 
   The Clifton Park-Halfmoon Public Library 
   475 Moe Road 
   Clifton Park, New York 12065 
 
 The following officials will help you to exercise your right to access: 
 
   1.  Agency officials who have in the past been authorized  
        to make records available. 
 
   2.  Records Access Officer(s): 
    Library Director 
    Clifton Park-Halfmoon Public Library 
    45 Moe Road 
    Clifton Park, New York 12065 
 
 If you are denied access to a record, you may appeal to the following person(s) or body: 
    The Board of Trustees  
    Clifton Park-Halfmoon Public Library 
    475 Moe Road 
    Clifton Park, New York 12065 
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POLICY 2.4 CONFLICTS OF INTEREST     

 
 
Need for this policy: 
 
This policy is needed to provide additional detail to Article XI (Conflict of Interest) of the By-laws of 
the Clifton Park-Halfmoon Public Library (CPHPL) and to Section 8 of Policy 7.5 (Antifraud 
Programs and Controls) of the CPHPL. 
 
Definitions: 
 
 Unless the context clearly provides otherwise, the terms set forth below shall have the 
following meanings: 
 
1. “Interest” means a direct or indirect pecuniary or material benefit accruing to an officer or 

employee, or his/her relative whether as a result of a contract with the CPHPL or otherwise.  
For the purpose of this policy, a Library officer or employee shall be deemed to have an interest 
in the contract of: 

 
a. A relative except as to a contract of employment with the Library 

 
b. A firm, partnership, or association of which such officer or employee is a member or 

employee 
 

c. A corporation of which such officer or employee is an officer, director, or employee 
 

d. A corporation of which more than five percent of the outstanding stock is owned by any 
such officer, employee, or his/her relative. 
 

2. “Legislation” means a matter which appears on the agenda of the Library Board of 
Trustees or on a committee thereof, on which any official action will be taken and shall include 
proposed or adopted acts, local laws, ordinances, or resolutions. 

 
3. “Officer” or “Employee” means an elected or appointed officer or employee of the Library 

whether paid or unpaid. 
 
4. “Relative” means spouse, a child, stepchild, parent, stepparent, brother, sister, stepbrother, 

stepsister, or legal guardian of any of said persons of an officer or employee. 
 
5. “Spouse” means the husband or wife of an officer or employee unless living separate and apart 

pursuant to: 
 

a. a judicial order, decree, or judgment of separation, or 
 

b. a legally binding written agreement of separation in accordance with the Domestic 
Relations Law. 
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Standards of Conduct: 
 
Every officer or employee of the Library shall be subject to and abide by the following standards of 
conduct: 
 
1. Gifts:  No officer or employee shall directly or indirectly solicit or receive any money, 

whether in the form of cash, check, loan, credit, or any other form in any amount, or solicit any 
gifts, or accept or receive any individual annual gift, having a value of seventy-five dollars or 
more, whether in the form of services, loan, travel, entertainment, hospitality, thing or promise, 
or any other form, under circumstances in which it could be reasonably inferred that the money 
or gift was intended to influence or could be reasonably expected to influence him/her in the 
performance of official duties or was intended as a reward for any official action. 

 
2. Confidential Information:  No officer or employee shall disclose confidential information 

acquired on the course of official duties or use such information to further a personal interest. 
 
3. Disclosure of Interest in Legislation:  To the extent known, any officer or employee of the Library 

who participates in the discussion or gives an official opinion to the Library Board on any 
legislation before it shall publicly disclose on the official record the nature and extent of any 
direct or indirect financial or other private interest he/she may have in such legislation. 

 
4. Disclosure of Interests in Contracts:  To the extent known, any officer or employee of the Library 

who has, will have, or subsequently acquires any interest in any contract with the Library shall 
publicly disclose the nature and extent of such interest in writing to the Library Board as well 
as to his/her immediate supervisor as soon as he/she has knowledge of such actual or 
prospective interest. 

 
5. Investments in Conflict with Official Duties:  No officer or employee shall invest or hold any 

investment directly or indirectly in any financial, business, commercial, or other private 
transaction which creates a conflict. 

 
6. Private Employment:  No officer or employee shall engage in, solicit, negotiate for, or promise 

to accept private employment or render services for private interests when such employment 
or service creates a conflict with or impairs the proper discharge of his/her duties. 

 
7. Prohibited Conflicts of Interest:  No Library officer or employee shall have an interest in any 

contract between the Library and a corporation or partnership of which he/she is an officer or 
employee when such Library officer or employee has the power to: 

 
a. negotiate, prepare, authorize, or approve the contract or authorize or approve payment 

thereunder, 
 

b. audit bills or claims under the contract, 
 

c. appoint an officer or employee who has any of the powers or duties set forth above, and, 
no chief fiscal officer, treasurer, or his/her deputy or employee shall have an interest in a 
bank or trust company designated as a depository, paying agent, registration agent or for 
investment of funds of the Library of which he/she is an officer or employee. 

 
 The provisions of this action shall in no event be construed to preclude the payment of 
lawful compensation and necessary expenses of any Library officer or employee in one or more 
positions of public employment, the holding of which is not prohibited by law. 
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8. Certain Interests Prohibited:  No officer or employee of the Library who has an interest in any 
real property, either individually or as an officer or employee of a corporation or partnership 
shall participate in the acquisition or plan for acquisition of said property or any property 
adjacent to said property by the Library.   The term, participation, shall include the promotion 
of the site as well as the negotiation of the terms of acquisition. 

 
9. No Library officer or employee shall use or permit the use of property owned or leased to the 

Library for other than official purposes or for activities not otherwise officially approved. 
 
Responsibilities: 
 
It shall be the responsibility of the Director to ensure that: 

-All staff (including the Director), volunteers, and Board of Trustees members are given a 
copy of this policy to read and to sign the attestation below 

-The signed attestations will be kept on file. 
 
Attestation: 
 
1. The standard of behavior at the CPHPL is that all staff, volunteers, and Board members shall 

avoid any conflict of interest between the interests of the Library on one hand, and personal, 
professional, and business interests on the other.  This includes avoiding actual conflicts of 
interest as well as perceptions of conflicts of interest. 

 
2. I understand that the purposes of this policy are:   
 

a. to protect the integrity of the Library’s decision-making process, 
 

b. to enable our constituencies to have confidence in our integrity, and 
 

c. to protect the integrity and reputation of volunteers, staff, and Board members. 
 
3. Upon or before election, hiring, or appointment, I will make a full, written disclosure of interests, 

relationships, and holdings that could potentially result in a conflict of interest.  This written 
disclosure will be kept on file and I will update it as appropriate. 

 
4. In the course of meetings or activities, I will disclose any interests in a transaction or decision 

where I (including my business or other nonprofit affiliation), my family and/or my significant 
other, employer, or close associates will receive a benefit or gain.  After disclosure, I 
understand that I will be asked to leave the room for the discussion and will not be permitted 
to vote on the question. 

 
5. I understand that this policy is meant to be a supplement to good judgment, and I will respect 

its spirit as well as its wording. 
 
 
 
 
Signed: _______________________________________________  Date:___________ 
 
Approved: 9/21/09 
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POLICY 2.5 WHISTLEBLOWER POLICY 

 
 
Purpose 
 
The Clifton Park-Halfmoon Public Library is committed to operating in compliance with all 

applicable laws, rules and regulations including those concerning accounting and auditing, and 

prohibits fraudulent practices by any of its trustees, officers, employees or volunteers.  Further, 

the Clifton Park-Halfmoon Public Library requires trustees, officers, employees and volunteers to 

observe high standards of business and personal ethics in the conduct of their duties and 

responsibilities.   

 

The Clifton Park-Halfmoon Public Library is committed to maintaining an environment where 

trustees, officers, employees and volunteers are free to raise good faith concerns regarding the 

business practices of the Clifton Park-Halfmoon Public Library including but not limited to: 

1. Reporting suspected violations of law; 

2. Providing truthful information in connection with an inquiry or investigation by a court, 

agency, law enforcement, and/or other governmental body; and 

3. Identifying actual or potential violations of the Clifton Park-Halfmoon Public Library’s 

bylaws and policies.   

Reporting a Violation 
 
Trustees, officers, employees and volunteers of the Clifton Park-Halfmoon Public Library should 

raise concerns with and report violations to either the Director or the Library Board President.  If 

concerns are with or about either of those parties, the individual should address concerns to any 

member of the Executive Committee of the Board of Trustees.  If for any reason an individual 

does not feel comfortable reporting the problem to those parties, they may bring the matter 

directly to the Library Board.   

 
No Retaliation 
 
The Clifton Park-Halfmoon Public Library expressly prohibits any form of retaliation, including 

harassment, intimidation, adverse employment actions, or any other form of retaliation, against 

anyone who raises suspected violations of law, cooperates in inquiries or investigations or 

identifies potential violations of Clifton Park-Halfmoon Public Library’s policies or bylaws.   Any 

trustee, officer, employee or volunteer who engages in retaliation will be subject to discipline, up 

to and including termination or removal.   

 

Any trustee, officer, employee or volunteer who believes that they have been subjected to any 

form of retaliation as a result of reporting a suspected violation of law or policy should 

immediately report the retaliation to the Library Board President or Director.  If the concerns are 

with or about either of those parties, the individual should address concerns to any member of the 

Executive Committee.  If for any reasons an individual does not feel comfortable reporting the 

problem to those parties, they may bring the matter directly to the Library Board.   

 
 



 POLICIES OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY – REV 4-24-17 

 
 

21 

Investigation 
 
All reports of suspected violations of law, or Clifton Park-Halfmoon Public Library’s bylaws or 

policy and reports of retaliation will be investigated promptly and in a manner intended to protect 

confidentiality, consistent with a full and fair investigation, and referred as necessary.    The 

Library Board President or Director will conduct or designate other internal or external parties to 

conduct the investigations.  The investigating parties will notify the concerned individuals of their 

findings and prepare other reports as indicated by the circumstances.  A summary of all such 

reports will be presented to the Executive Committee and to the full Board as appropriate. 

In the event that a report of a suspected violation of law or policy or retaliation involves the Library 

Board President or Director, the Library Board Vice-President and Treasurer will conduct the 

investigation, or designate a third party to conduct the investigation.   

 
Confidentiality 
 
Violations or suspected violations may be submitted on a confidential basis by the complainant or 

may be submitted anonymously.  Reports of violations or suspected violations will be kept 

confidential to the extent possible, consistent with the need to conduct an adequate investigation. 

 

Responsibilities 
 
It shall be the responsibility of the Director to distribute a copy of this policy to all staff (including 

the Director), volunteers, trustees and officers.  The Whistleblower Policy will be included in the 

Employee Handbook. 

 
 
 
 
 
 
 
 
       
 
 
 
 

 
 
 

Approved: 1/26/15 
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POLICY 3.1 RULES OF CONDUCT FOR LIBRARY USERS    

Revised: 7/15/92 
        Revised: 5/6/97 
        Revised: 4/23/01 
        Revised: 9/19/05 
        Revised: 7/16/07 
        Revised 10/20/08 
        Revised 10/15/12 
        Revised 04/20/2015  
 
Need for this Policy: 
 
 A policy is needed to promote and maintain a library atmosphere in which patron behavior is non-
intrusive to others and materials are protected. 
 
Policy: 
 
No person shall engage in disruptive behavior; make unreasonable noise; use abusive or obscene 
language; physically or sexually harass others; obstruct pedestrian traffic; loiter; steal or damage Library 
property; gamble; litter; or create a hazardous or physically offensive condition. 
 

All conversation shall be kept as low as possible and of minimum duration. 
 

 Parents are responsible for the actions of their children.  However, if the  children's actions are disruptive, 
or if children are left unattended, particularly at closing times, it is the Library's policy to discuss the issue 
with the parent. 
 

Non-alcoholic beverages in spill-proof containers are permitted in areas of the Library open to the public, 
except at the public computers and in the Children’s Library.  Water in spill-proof containers in allowed in 
the Children’s Library.  Food is not allowed in any areas of the Library open to the public except when 
approved by the Director.  No food and drink is allowed in the Local History Room at any time. 
  
Patrons must be properly attired when in the building.  Shirts and shoes must be worn in the building.  
Patrons whose bodily hygiene is offensive so as to constitute a nuisance to other patrons may be asked to 
leave the building. 
 

No smoking is allowed anywhere on Library property, including in the parking lot, on the grounds, in the 
building, and in the Reading Garden. 
 

All patrons are expected to observe the rights of other Library users and staff. 
 

No animals are allowed in the Library, except those which assist disabled people or those used in Library 
programs. 
 

Taking surveys, asking people to sign petitions, distributing leaflets, and other similar activities are 
permitted only when authorized by the Library.  Soliciting donations or selling products or services is not 
permitted.  Activities of the Friends are exempt from the provision of this paragraph. 
 

Patrons shall not be intrusive, nor harass or annoy others by staring at another person with the intent to 
annoy that person, or by following another person about the building with the intent to annoy that person. 
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Responsibilities: 
 
 It shall be the duty of the Director, or whomever is designated to act in his/ her capacity to see that 
the rules are carried out.  Any person who fails to observe the above Rules of Conduct will be asked to 
comply or leave. 
 
Approved: 3/13/85 
 
 

Initial Adoption Date Modified Date Description of Modification 

3/13/1985   

 5/6/1997  

 4/23/2001  

 9/19/2005  

 7/16/2007 Added Reading Garden to no smoking areas 

 10/20/2008 
Added no smoking within 50 years of front 
entrance  

 10/15/2012 Entire library property smoke free 

 4/20/2015 Allowed beverages in covered cups 
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POLICY 3.2 ISSUANCE OF LIBRARY CARDS 

        Revised: 6/11/99 
        Revised: 9/19/05 
        Revised 6/20/16  
 Need for this policy: 
 
 A formal policy is necessary so that cards are issued only to persons entitled to them. 
Policy: 
 
 A   A CPH RESIDENT library card may be issued to a person who: 
 

1.  Is a resident of the library tax district, who presents acceptable proof of identity and 
address; and 

 
2.  Is an adult, a student in 7th grade or above, or a student in the 6th grade or below who 
has written consent from his/her parent or legal guardian; and 

 
3.  Has no outstanding financial or property obligation to the Library. 

 
 B.  A REGULAR library card may be issued to a person who: 
 

1.  Is a resident within the Southern Adirondack Library System, the Mohawk Valley 
Library System, or the Upper Hudson Library System service areas, who presents 
acceptable proof of identity and address; and 

 
2.  Is an adult, a student in 7th grade or above, or a student in the 6th grade or below who 
has written consent from his/her parent or legal guardian; and 

 
  3.  Has no outstanding financial or property obligation to the Library. 
 
 C.  A TEMPORARY library card may be issued to a person who: 
 

1. Resides outside of the SALS, MVLS or Upper Hudson service areas, and who 
presents acceptable proof of identity and address. 

2. Is an adult, a student in 7th grade or above, or a student in the 6th grade or below who 
has written consent from his/her parent or legal guardian; and 

3. Has no outstanding financial or property obligation to the Library. 
 

D.  The borrowing privileges associated with each category of library card are the responsibility of 
the Director and details shall be published on the library website. 

  
Responsibility: 
 
 Enforcement of the policy is the responsibility of the Director. 
 
Approved: 5/8/86 
 

Initial Adoption Date Modified Date Description of Modification 

5/8/1986   

 6/11/99  

 9/19/05  

 6/20/16 Updated to reflect current practice 



 POLICIES OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY – REV 4-24-17 

 
 

26 

 
 

POLICY 3.3 LIBRARY SERVICE TO NON-RESIDENTS 

         Revised: 9/19/05 
         Revised 6/20/16 
           
Need for This Policy: 
 
 To advise non-district residents (REGULAR and TEMPORARY library card holders) of 
certain restrictions that may apply to their borrowing of materials and use of services. 
 
Policy: 
 
 Non-district residents may be denied borrowing privileges of 

 non-print materials and equipment (i.e. audio-visual media) and  

 printed materials, including fiction and non-fiction books and periodicals, less than 
one year old as set forth in Commissioner of Education Regulation 90.3(b)(2)(ii). 

 
 The Director or designee shall publish on the website the categories of materials that are 
restricted.   At the discretion of the Director, residents of the District will be given priority 
registration for selected programs which require attendance to be limited. 
 
Responsibilities: 
 
 It shall be the responsibility of the Director to ensure compliance with this Policy and to 
maintain and display an up-to-date list of restricted materials for patrons.  
 
Approved: 1/10/97 
 
 

Initial Adoption Date Modified Date Description of Modification 

1/10/97   

 9/19/05  

 6/20/16 
Definition of non-district residents: updated 
communication method for list of restricted 
materials. 
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POLICY 3.4 HOURS OPEN AND HOLIDAY SCHEDULE 

 
        Revised: 11/15/86  
        Revised: 1/5/87 
        Revised: 5/2/91 
        Revised: 12/14/92 
        Revised: 9/19/05 
        Revised: 7/16/07 
        Revised: 10/20/08 
        Revised: 6/20/16   
Need for this Policy: 
 
 A formal policy of library hours and observed holidays is required for the benefit of 
patrons and staff. 
 
Policy: 
 
 A.  Hours 
 

     The Library will be open to the public during the following times: 
 

  Monday - Thursday               9:00 AM – 9:00 PM 
  Friday               9:00 AM - 6:00 PM 
  Saturday               9:00 AM - 5:00 PM 
  Sunday              12:00 PM - 5:00 PM 
 
   

 B. Holidays 
 

  The Library will be closed on the following holidays: 
 

  New Years Day   Veteran’s Day 
  President’s Day   Thanksgiving Day 
  Easter     Christmas Eve Day 
  Memorial Day   Christmas Day 

Independence Day   
  Labor Day 
 
   

When Christmas Day and New Year's Day fall on Sunday, the Library will close 
on the following Monday. 
 

 The Library will close on Thanksgiving Eve and New Year's Eve at 5:00 PM. 
 

Responsibilities: 
 
 It is the responsibility of the Director to recommend to the Board any revision of hours, 
days open, or holidays.  It is the responsibility of the Board to enact revisions in the interest of the 
public it serves. 
 
Approved: 3/13/85             
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Initial Adoption Date Modified Date Description of Modification 

3/13/1985   

 11/15/86  

 1/5/87  

 5/2/91  

 12/14/92  

 9/19/05  

 7/16/07  

 10/20/08 

Updated hours to include 8:30-9:00pm 
Monday through Thursday and Friday 
mornings from 9am – 10am effective 
January 1 2009 

 6/20/16 Revised formatting 
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POLICY 3.5 USE OF FACILITIES AND MATERIALS 

 
        Revised: 4/7/99 
        Revised: 9/19/05 
        Revised: 6/20/16 
 
             
Need for this Policy: 
 
 A policy is necessary to define the use of the Library's facilities, materials and services. 
 
 Policy: 
 
 Any visitor to the Library may use materials on site.  
 
 A person or representative of an organization who requests to display materials which 
are of an educational, cultural, or civic nature may be given permission by the Director to use a 
specific place for a specified time if time and space are available.  Requests for display space for 
commercial, religious, partisan or political purposes will be denied. 
 
 Requests by patrons or visitors to use materials, equipment, or space intended for 
exclusive use by Library personnel (including staff, volunteers, Friends of the Library) in the 
performance of their library duties will be denied. 
 
 A person or representative of an organization requesting to use the program room (s), 
when not otherwise scheduled for Library purposes, may do so by following the rules outlined in 
Policy 3.6.   
 
 
Approved: 3/13/85 
 
 

Initial Adoption Date Modified Date Description of Modification 

3/13/1985   

 4/7/99  

 9/19/05  

 6/20/16 Changed Community room to program room 
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POLICY 3.6 USE OF PROGRAM ROOMS BY THE PUBLIC 

 

        Revised: 5/23/94 
        Revised: 9/19/05 
        Revised: 4/16/07 
        Revised: 7/16/07 
        Revised: 1/28/08 
        Revised 2/23/09 
        Revised 4/11/11 
        Revised: 2/27/17 
 
 
Need for this Policy: 
 
 A policy is required to establish the terms and conditions for public use of the Library's 
Program Rooms. 
 
Policy: 
 The Program Rooms of the Library, when not otherwise scheduled for Library programs or 
purposes, are available under the following general conditions: 
 

1. Program Rooms will only be available for use during the hours the Library is open to 
the public. 

 
2. The individual reserving and assuming responsibility for the room must be: 

 
a.  at least 21 years of age 
b.  a resident of the Clifton Park-Halfmoon Library District 
c. A Clifton Park-Halfmoon library card holder in good standing 
 

3. Rooms may be reserved by any individual or group up to six (6) times per year at the 
following times: 

Monday – Thursday 5pm – 9pm 
Saturday 9am – 5pm 
Sunday 12pm – 5pm 

 
Rooms may be reserved by any individual or group up to ten (10) times per year at the 
following times: 
  Monday – Friday 9am – 5pm 
 
Rooms may be reserved by an individual or group no more than a total of twelve (12) 
times per year subject to the above conditions. 

 
4. When not otherwise scheduled, Program Rooms C, D and the two first floor study 

rooms are is available for use during regular library hours on a walk-in basis by library 
card holders in good standing, subject to procedures and time limits established by the 
director.  
 

5. No charge shall be made for admission to any program or meeting. However, groups 
that normally collect dues/membership fees may use the Program Rooms so long as 
their meeting on Library premises are open to the public at no charge. 

 



 POLICIES OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY – REV 4-24-17 

 
 

31 

6. If Library equipment (such as projectors or audio- visual units) is used, a $25 fee is 
charged and must be paid prior to the event. 

 
7. Light refreshments may, with prior approval, be permitted in designated rooms.  No 

alcoholic beverages may be served.  Smoking is prohibited 
 

8. The reserving party is responsible to leave the room in the same condition as it was 
when they arrived 

 
9. The Library charter states that the Library shall not participate in, or intervene (including 

publishing or distributing statements) in any political campaign on behalf of any 
candidate for public office. Thus Program Rooms may not be used for these purposes. 

 
10. A Reservation Form must be completed and may be submitted via the Library’s 

website or in print when requesting a room reservation. 
  

11. Programs may not be used to directly solicit business or collect contact information 
from program attendees to market any product or services. 

 
12. There shall be no distribution of literature on library property either inside or outside, 

other than to program participants in the program room.  All literature is subject to 
library approval. 

 
13. An organization may not have the name, address, or phone number of the Clifton 

Park-Halfmoon Public Library serve as the address of record for an organization. 
 
14. Rooms may be reserved for programs of educational value and discussion of current 

public issues.  Such programs must be open to the public. 
 
15. Rooms may also be reserved for programs and meetings of a non-commercial nature 

and must be open to the public. 
 

 
Room Reservation 
 
A. Rooms may be reserved with the understanding that, on occasion, special library 

programs will take precedence over an existing reservation.  In such cases, every 
reasonable effort will be made, in a timely manner, to notify the person (s) having made 
the reservation of the cancellation of this portion of their reservation. 
 

B. Reservation requests for program rooms not otherwise scheduled may be submitted 
10 weeks in advance of the proposed reservation date. 

 
 
Room reservations as provided for in this policy will be reviewed annually and adjustments 

made to this policy as deemed necessary by the Board of Trustees to allow for the maximal, fair 
use of meeting spaces. 

 
 
 
 
 
 
 



 POLICIES OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY – REV 4-24-17 

 
 

32 

 
 
 
Responsibilities: 
 
 Abuse of this Room Policy may preclude further room reservations. It is the responsibility 
of the Director to interpret and apply this Policy. 
 
 
 
Approved: 3/28/90 
 
 

Initial Adoption Date Modified Date Description of Modification 

3/28/90   

 5/23/94; 9/19/05; 4/6/07; 
 7/16/07; 1/28/08 

 

 2/23/09 Increased number of times per year 
groups allowed to book rooms 

 4/11/11 Revised wording regarding 
reservation form and timing of 
requests 

 2/27/17 Room C&D  and study rooms 
available on walk in basis for library 
card holders in good standing 
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POLICY 3.7 USE OF THE LIBRARY BY TUTORS 

 
        Revised: 9/19/05 
        Revised: 7/17/06 
        Revised: 2/23/09 
       

 
Need for this Policy:  
 
The Library premises are available for patron use to meet their needs in accessing information 
and for use of library materials and equipment.  As part of its educational mission, the Library 
permits tutoring on the premises in accordance with this policy.   
 
A policy is required in order to maintain an atmosphere in which all patrons may use the Library 
without being disturbed by those engaged in teaching activities. 
 
Policy: 
 
Tutor groups will be limited to a maximum of 2 students per tutor per session.  The use of the 
Library space is not to be used as a classroom or office for tutors to work from, but as a safe and 
quiet workspace for students to receive instruction. 
 
Two study rooms are available for tutors.  Preference for the ESL/Literacy Room will be given to 
those students and tutors engaged in ESL and literacy activities. 
 
Whenever possible tutoring should be conducted in rooms designated for the purpose.  When the 
rooms are in use, students and tutors may work in other areas of the Library so long as Policy 3.1 
(Rules of Conduct for Library Users) is upheld. 
 
Students must be under their tutor’s supervision at all times.  
 
 Responsibilities:   
 
It is the responsibility of the Director to issue detailed procedures for the use of the Library by 
volunteer tutors and to ensure adherence to this policy. 
 
Approved: 2/15/2001 
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POLICY 3.8  UNATTENDED CHILDREN 

 
        Revised: 12/1/98 
        Revised: 9/19/05 
        Revised: 9/19/16 
 
 
Need for this Policy: 
 

Children are welcome at the Library. However, a policy to deal with unattended children 
is needed. 
 
 
 Policy: 
 
  
 Children ten (10) years of age or younger must be accompanied while at the Library by a 
parent or caregiver.  The parent or caregiver must be in the immediate vicinity of (and in visual 
contact with) the child.  While children of this age groups are in attendance at a supervised library 
program, parents must remain in the library and are expected to pick up their child at the end of 
the program.    
 
 Children between eleven (11) and fourteen (14) shall not be left unattended in the Library 
for more than three hours and must be picked up or leave the premises by normal closing hours. 
 
Responsibilities: 
 
 Children are the responsibility of their parents or caregivers.  The Library takes no 
responsibility for the safety or welfare of children left unattended at the Library in violation of this 
policy. 
  
 If a child is left at the Library in violation of this policy, the Library will call the parent or 
caregiver to pick up the child.  If a parent or caregiver cannot be reached, and/or cannot pick up 
the child within 30 minutes of such call, local authorities will be called and apprised of the 
situation. 
  
 Under no circumstances will Library staff arrange for or transport the child off the Library 
premises. 
 
Approved: 10/15/88 
 
 
 

Initial Adoption Date Modified Date Description of Modification 

10/15/88   

 12/1/98  

 9/19/05  

 9/19/16 
Changed minimum age of unattended 
children to 10 years and younger;  updated 
language to reflect current practice 
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POLICY 3.9 SALES AND FUNDRAISING AT THE LIBRARY 

 

        Revised: 6/10/99 
        Revised: 9/19/05 
        Revised: 12/14/09 
        Revised: 2/24/17 
 
 

Need for this Policy: 
 
Occasionally local groups request permission to use Library property for fundraising.  Such 
activity must be limited to minimize interference with the fulfillment of the Library’s mission.   
 
Policy: 
 
It is the policy of the Library to grant permission exclusively to the Library and the Friends of the 
Library to conduct fundraising or sales on Library property. 

 
 
Responsibilities: 
 
This policy shall be enforced by the Director. 
 
Approved: 1/30/89 
 
 
 
 
 

Initial Adoption Date Modified Date Description of Modification 

6/10/99   

 9/19/05  

 12/14/09 
Added clause #2 allowing Board to occasionally allow on-site 
sales/fundraising 

 4/24/17 Remove clause #2 
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POLICY 3.10 APPROPRIATE USE OF THE CHILDREN’S ROOM 

 

 

Need for this Policy: 
 

In an effort to ensure the safety of children and maintain an atmosphere of constructive 
library use, the following policy regarding appropriate use of the Children’s Library is required.  

 
Policy: 
 

1.  The materials, services and equipment in the Clifton Park-Halfmoon Public Library 
Children’s Library are intended for the use of children, their parents and caregivers, and others 
needing children’s materials and services for some specific purpose.  
 

2.  Appropriate use of the Children’s room includes:  
 

a. Use by children from birth to age fourteen (14).  
 
b. Use by a parent or caregiver while attending a child in the library. 
      
c. Use by a teacher, day care provider, researcher, etc. in developing          

      curricula or other resources related to children’s literature or materials. 
 

d. Use by a patron over age 14 when materials suitable to the patron's                     
particular needs are not available in the other areas of the Library. 

  
e. Tour groups, visiting librarians, library volunteers, teachers, city officials, 

trades people, or others visiting the Children’s area for  
business-related purposes. 

 
 3.  All other patrons must use the other areas of the library. 

 
 

Responsibilities:  
 
 It is the responsibility of the Director and his/her staff to enforce this policy. 
 
 
Approved: 4/21/08 
 
 

Initial Adoption Date Modified Date Description of Modification 

4/21/08   

 09/19/16 
Removed unnecessary language; revised 
name to Children’s Library (from Children’s 
Room);  
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POLICY 3.11 PRIVACY AND CONFIDENTIALITY 

 
 
Need for this Policy: 
 
 

So that all involved may have a clear understanding of the extent and limitations of the 
Library’s protection of the privacy and confidentiality of its patrons. 

 
 
 
Policy: 
 
1.  The Library collects only that personally identifiable information about patrons which is 
necessary to ensure the proper operation of the Library and otherwise required for accessing 
Library resources or participating in Library functions, including, but limited to, the use of its website. 
 
2.  Notwithstanding the foregoing principle, patrons should not have the expectation of complete 
privacy and confidentiality.  Library employees working within the scope of their duties will have 
access to personal information. 
 
3.  When you visit the Library’s website, non-personal information (such as cookies, IP Address) 
may be required for the running of online applications, however this data has no element by which 
specific individuals may be identified to or by third parties. 
 
4.  The Library will not sell, lease, or otherwise distribute or disclose a patron’s email address, 
postal address, phone number, borrower records, or other personal information to outside parties 
unless required by law. 
 
5.  Some Library website pages contain links to external sites not maintained by the Library.  The 
Library cannot be responsible for a patron’s privacy when the patron discloses information to 
outside websites.  Visitors to those websites are advised to check the privacy statements of each 
site to learn how the website will use such information. 
 
6.  To use Clifton Park-Halfmoon Public Library databases remotely (from outside the Library), 
users are asked for their Clifton Park-Halfmoon Public Library card number to ensure that only 
authorized users have access.  Database vendors do not have access to any user records or 
information. 
 
7.  Photos and videos which may appear on the Library’s websites are gathered from public 
programs, events, and Library spaces.  To insure the privacy of individuals, including children, 
images will not be identified using full names or personal identifying information without written 
approval from the photographed subject, parent, or legal guardian. 
 
8.  The Library may use visitor information for new, unanticipated, uses not previously disclosed in 
this policy. 
 
9.  If the Library’s information practices do change, the Library will post such changes on its website 
to notify patrons and provide them with the opportunity to opt out of these new uses. 
 
10.  Any concerns about how patron information is used should be directed to the Director or 
Assistant Director of Technology. 
 
Responsibilities:  
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 It is the responsibility of the Director and his/her staff to enforce this policy.  
 
 
Approved: 1/24/11 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

POLICY 3.12 SUSPENSION POLICY 
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Need for this Policy 
 

In order to maintain a comfortable and safe environment for all patrons and library staff, 
the Board of Trustees has approved Policy #3.1, the Rules of Conduct for Library Users. This 
Suspension Policy describes actions that may be taken when patrons violate those Rules of 
Conduct. Suspension of library privileges may result in removal from and denial of access to the 
Clifton Park–Halfmoon Public Library facility and services for a designated period of time. The 
Library reserves the right at all times to immediately discharge a patron who is dangerous or in 
any way threatening to other patrons, library staff, or library property. 
 
 
Policy 
 
When a patron has violated the Rules of Conduct the Library Director or his/her designee 
will address the situation as follows: 
 
Warnings 

1. Provide the patron with a copy of the Rules of Conduct for Library Users and explain to 

the patron how his/her behavior is violating the Policy and the importance of abiding by 

the Rules of Conduct. The patron will be advised that he/she may be asked to leave the 

library facility if he/she is unable to comply with the Rules of Conduct. 

2. Complete an Incident Report form to document the warning and submit it to the Library 

Director’s office. 

 
Suspensions 

1. When a patron continues to violate the Rules of Conduct for Library Users, the Library 

Director or his/her designee will review previous incident reports, and then instruct the 

patron to leave the library facility for the day. 

2. Suspensions for longer than one day may be issued if a patron violates the Rules of 

Conduct, at the discretion of the Library Director or his/her designee. 

3. Depending on the severity of the incident, a patron may be suspended for a maximum of 

52 weeks. 

4. If a decision is made to suspend a patron for more than the remainder of the day, the 

Library Director or his/her designee will complete a “Notice of Library Suspension” letter,  

and provide a copy to the patron. If the patron is a minor (under the age of 18), the 

Library will attempt to notify his/her parent or guardian, and provide the parent or 

guardian with a copy of the letter.  

5. An Incident Report documenting the suspension will also be completed by the Library 

Director or his/her designee and placed on file in the Library Director’s office. 

6. Any patron who is suspended for longer than one day is entitled to an appeal. 

 
 
 
 
 
 
 
Appeals 

1. A one-day suspension cannot be appealed. 
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2. Patrons suspended for more than one day may contact the Library Director in writing 

within five days of the suspension. The Library Director or his/her designee will review the 

patron’s appeal, as well as Incident Reports and related documentation.  The patron may 

also request an appointment with the Library Director or his/her designee to discuss the 

suspension. 

3. The suspension period may be terminated or shortened, or remain in place at the 

discretion of the Library Director or his/her designee who will then inform the patron of the 

decision in writing. 

4. The patron may appeal the decision of the Library Director or his/her designee to the 

Library Board of Trustees via a written notice of appeal within ten days after the receipt of 

that decision. The notice of appeal must be sent to both the Library Director and the 

Library Board President, care of: Clifton Park–Halfmoon Public Library, 475 Moe Road, 

Clifton Park, NY 12065. 

5. The Library Board of Trustees will review the appeal at its next regularly scheduled 

meeting. The patron will be provided with notice of the meeting date, and may appear in 

person. If the patron is a minor (under the age of 18), a parent or guardian must 

accompany him/her to the meeting. 

6. The patron will be notified by letter of the decision of the Library Board of Trustees after 

they have reviewed the appeal. The suspension will remain in effect until this decision is 

made. 

7. Any patron appealing a decision to the Library Board of Trustees shall be aware that the 

meetings of the Board of Trustees are, by law, open to the public.  The Board’s 

discussion and consideration of an appeal, including the underlying facts and any 

statements made by the appealing patron shall, generally, be done in a public forum.  

Consequently a patron should not have an expectation of privacy with regard to his or her 

appeal. 

 
 
Responsibilities:  
 
 It is the responsibility of the Library Director or his/her designee to enforce this policy. 
 
 
 
Approved:  11/18/13 
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POLICY 3.13 AUTOMATED EXTERNAL DEFIBRILLATOR POLICY 

 
 
Need for this Policy 
 
The Clifton Park-Halfmoon Public Library provides an Automated External Defibrillator (AED) to 
make early defibrillation accessible to patrons, staff and other persons who experience sudden 
cardiac arrest.  The Purpose of this policy is to provide information and guidelines regarding the 
use of the AED. 
 
Location 
 
The AED is located in the lobby area near the Welcome Desk 
 
Medical Control 
 
A licensed physician will be designated as the Emergency Health Care Provider for the AED 
program. 
 
On-Site Coordinator 
 
The On-Site AED Coordinator is the Assistant Director for Public Service.  The On-Site AED 
Coordinator is responsible for establishing a procedure to assure that the AED is maintained in a 
state of readiness and that monitoring is documented.   
 
Training 
 
The Library will strive to have adequate staff members trained and certified in CPR and AED use 
present during regular business hours.  The On-Site Coordinator is responsible for overseeing a 
training program to properly train and certify designated staff members in the use of the AED.  
The On-Site Coordinator will maintain a list of all trained personnel authorized to use the AED.  
Authorized individuals will have current certification in adult and child CPR and AED use from the 
American Heart Association, the American Red Cross or another nationally recognized training 
organization.  The Library will provide all required certification training for designated employees. 
 
Maintaining Readiness 
 
The AED will be maintained in accordance with manufacture’s specifications, including daily, 
monthly and annual inspections.  Documentation of the AED maintenance will be kept and posted 
adjacent to the AED unit. 
 
Quick reference Cards: 
Quick Reference Cards will be kept posted next to the AED cabinet and will include the following 
information: 

1. Procedures for the use of the AED 

2. Steps to follow after using the AED 

3. AED maintenance documentation 
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Reporting 
 
If the Library’s AED is used, the AED Post Incident Report must be completed and the 
computerized log downloaded from the AED as soon as possible.  Copies of the report will be 
distributed within 24 hours to the Emergency Health Care Provider and the Library Director. 
 
Responsibility 
 
It is the responsibility of the Library Director and his/her staff to enforce this policy. 
 
Approved: 6/17/13 
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POLICY 3.14  SOLICITATION POLICY 

 
 
Policy 
 
The Clifton Park Halfmoon Public Library has a responsibility to its patrons to provide unfettered 
access to its building, programs, and resources. While respecting and abiding by the rights 
guaranteed under the First Amendment to the United States Constitution, it has the authority to 
make reasonable rules that are universally applicable regarding the allowed use of the library 
building and property, including restrictions on conduct involving solicitation. Solicitation Activities 
refer to any person-to-person encounter or communication for the purposes of obtaining 
contributions and donations, collecting signatures, conducting informational demonstrations, or 
distributing educational or promotional materials.  The following rules and regulations must be 
followed: 
 

1. Any person wishing to engage in Solicitation Activities must first inform the person at the 
library’s Ask Desk of his or her desire and intent. Each individual will be asked to provide 
their name and address and a copy of the leaflet or petition they plan to circulate, and will 
be provided a copy of this policy. 
 

2. Persons permitted to engage in Solicitation Activities may stand on library property, but 
there will be no Solicitation Activity within the building, under the overhang at the library’s 
main entrance, or within 50 feet of any entrance door. 
 

3. Aggressive solicitation is not allowed. Sidewalks cannot be blocked. Persons engaging in 
Solicitation Activities shall not block, hinder, interfere, or otherwise impede patrons or 
staff wishing to enter or exit the library building or use the exterior book returns, nor seek 
to intimidate, threaten, or harass patrons or staff. The Library reserves the right to 
terminate any Solicitation Activities that may interfere with the safe operation of the 
Library.  
 

4. Leaving pamphlets or literature on vehicles in the parking lot is not allowed. 
 

5. In accordance with Library policy # 3.9 (Sales and Fundraising at the Library), no 
Solicitation Activities are permitted for the purposes of selling items, merchandise, tickets, 
or other commercial or fundraising activities. This includes individuals, for-profit, and not-
for-profit organizations. The only exception is for those activities authorized by the 
Director for fundraising activities involving the Friends of the Library. 
 
Nothing in this policy shall be construed as preventing the sale of publications, artwork, or 
recordings by writers, artists or performers who have been engaged by the library for a 
presentation or performance. 
 
The Library Director, or his/her designee, shall have the right to make the final 
determination as to whether an intended Solicitation Activity is permitted under this 
policy. 
 
Persons who fail to comply with any of the above policies or procedures will be asked to 
leave the library premises and may be barred from the right to engage in Solicitation 
Activities in the future. 
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The library will not assume responsibility for any harm or injury as a result of Solicitation 
Activities. 
 
The presence of persons performing any form of Solicitation Activity on library property 
does not constitute the library’s endorsement, support, or opposition of the subject 
matter, or the endorsement, support or opposition of the policies, beliefs, or affiliations of 
any person or group engaging in Solicitation Activities. 
 
 
 
 
 
Approved: 4/18/16 
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MATERIALS 
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POLICY 4.1   KEY AND BUILDING ACCESS 

 
        Revised: 5/22/86 
        Revised: 4/7/99 
        Revised: 9/19/05 
        Revised: 11/21/06 
 

 
Need for this Policy: 
 
To ensure the security of the library building and contents, a key and proximity card control policy 
is required.   
 
Policy: 
  
All keys and proximity cards are the property of the Clifton Park-Halfmoon Public Library. 
 
Distribution of keys to the external staff entrance and circulation entrance doors is limited to: 

A. Library Board President 
B. Library Director 
C. Building Facility Manager 

 
Proximity cards and keys to internal doors are distributed to staff and service personnel on an as 
needed basis.   
 
A list of key and proximity card holders is maintained and updated annually or whenever 
personnel assignments of key holders are changed.   
 
 
Responsibility: 
 
The Director or designee is responsible for issuing keys and proximity cards to authorized personnel and 
for maintaining a list of key and card holders.   
 
 
 
Approved: 1/22/85 
 
 

Initial Adoption Date Modified Date Description of Modification 

1/22/85   

 5/22/86  

 4/7/99  

 9/19/05  

 11/21/16 

Updated wording under Need for Policy; 
eliminated Treasurer and Chair of Buildings 
& Grounds Committee as key holders; 
added in details about proximity cards 
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POLICY 4.2 MATERIALS SELECTION POLICY 

 
 
        Revised: 2/15/93  
        Revised: 4/7/99 
        Revised: 9/19/05 
 
 
Need for this Policy: 
 
 The Library exists to provide education, information, materials, reference sources and 
reading, listening, and viewing pleasure to all the people within its chartered area.  Because of 
space and budget limitations, it is necessary to establish a Materials Selection Policy. 
 
Policy: 
 
 A.  The Board endorses and declares that it will adhere to the “Freedom to Read” statement, the 
“Freedom to View” statement, and the Library Bill of Rights, all of which were adopted by the American 
Library Association.  (See Appendix 4.2 A.) 
 
 B.  Selection of specific books and other library material is the responsibility of the Director, and, 
under her/his direction, qualified members of the professional staff.  The Board is ultimately responsible 
for the selection of all material so selected. 
  
 C.  Selection of Library holdings is based on interest, informational needs, and the enlightenment 
of all Library patrons.  No book or library material shall be excluded because of the race, nationality, or 
political or social views of the author. 
  
 D.  Censorship is an individual matter.  No individual may censor or restrict the freedom of others 
to read, listen to, or view library holdings. 
  
 E.  The Board defends the principles of the freedom to read, listen, or view and declares that 
whenever censorship is involved, no book or other library materials shall be removed from the Library’s 
holdings except under the orders of a court of competent jurisdiction. 
 
 
 Responsibility: 
 
 It is the responsibility of the Director to maintain adequate procedures to implement this policy. 
 
 
Approved: 3/13/85 
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Appendix 4.2-A 
 

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. 
 

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. 
 

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. 
 

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

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

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

Libraries which 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. 
 
 

The Freedom to Read Statement 
 
 

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 counter threats to safety or 
national security, as well as to avoid the subversion of politics and the corruption of morals. We, as 
individuals 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 
individual, by exercising critical judgment, will select the good and reject the bad. 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 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 or unwelcome scrutiny by government 
officials. 
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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: 
 

It is in the public interest for publishers and librarians to make available the widest diversity of views and 
expressions, including those that are unorthodox, unpopular, or considered dangerous by 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. 
 

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. 
 

It is 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. 
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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. 
 

It is not in the public interest to force a reader to accept the prejudgment of a label characterizing any 
expression 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 others. 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. 
 

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; and by the government whenever it seeks to reduce or deny public access to 
public information. 
 

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. 
Further, democratic societies are more safe, free, and creative when the free flow of public information is 
not restricted by governmental prerogative or self-censorship. 
 

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 
Americans 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. 
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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: 
 

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 guarantees of 
freedom of expression.  
 

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

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.  
 

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

http://www.ala.org/ala/oif/firstamendment/firstamendment.htm
http://www.ala.org/ala/oif/firstamendment/firstamendment.htm
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POLICY 4.3 CIRCULATION OF MATERIALS 

        Revised: 5/22/86 
        Revised: 12/17/86 
        Revised: 6/11/99 
        Revised: 9/19/05 
        Revised: 11/21/16   
Need for this Policy: 
 
The Library needs a single policy to formalize the loan periods and amounts of Library material 
which may circulate. 
 
Policy: 
 
28 Day Loan Period 

 Materials in the general collection including audio-books and juvenile magazines.   
 
14 Day Loan Period 

 Adult fiction and non-fiction in the New & Popular Collection 
 
7 Day Loan Period 

 Adult and Young Adult magazines 

 Adult DVDs (fiction, foreign film and non-fiction) 

 Children’s DVDs (fiction and non-fiction) 

 Parenting magazines 

 Children and YA video games 

 Children’s Holiday books 

 Book Express materials (under 500 pages in length) 
 
Reference books and materials do not circulate. 
 
Materials, except for Book Express items may be renewed twice in-person, by phone, or via the online 
catalog if no other patron has reserved the item. 
 
The Director may impose temporary changes to the loan period and to the amount of material 
borrowed 
 
 Responsibilities: 
 
It is the responsibility of the Director to make recommendations to the Board for changes to this 
policy.  
 
Approved: 1/22/85 
 

Initial Adoption Date Modified Date Description of Modification 

1/22/85   

 5/22/86  

 12/17/86  

 6/11/99  

 9/19/05  

 11/21/16 
Updated list of 7 day loan items and 14 day 
loan items 
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POLICY 4.4 LIBRARY CHARGES AND FEES 

 
        Revised: 5/22/86 
        Revised: 12/17/86  
        Revised: 4/7/99 
        Revised: 9/19/05 
        Revised: 11/21/16 
        Revised: 2/27/17 
 
 
Need for this Policy: 
 
 
This policy provides guidance for Library staff in the levying of fines and fees. 
 
Policy: 
 
Library materials are loaned free of charge, however fines and fees are charged to encourage 
patrons to return items by the due date and in good condition so that they can be used by others.  
 
Fines 

1. $0.10 per day for all items other than New & Popular books, Book Express books and 
DVDs. 

2. $0.25 per day for New & Popular New and Popular books. 
3. $1.00 per day for DVDs and Book Express books 
4. The maximum fine per item is $5 

 
Fees 

1. If an item is lost or damaged to the extent that it is unusable, a fee is assessed according 
to the price indicated in the Library’s records. 

2. Patrons who return items paid for as lost are given a refund within 6 months of payment 
less a $5.00 administration fee per item. 

 
The Library shall have available to the public a current statement of fines and fees.   
A patron with $10 or more in unpaid fines and fees on their library account is blocked from using 
the card until the amount owed is lower than $10. 
 
Billing notices are sent to patrons when items are 50 days overdue.   
 
For accounts with more than $20 in unreturned materials, the Library may forward the account to 
its Collection Agency.   If the account is referred to the Collection Agency, the patron must pay a 
$10 service fee in addition to the amount owed on the account.   
 
Exemptions from Fines 
 
The following groups are exempt from fines: 

1. Current and retired staff members 
2. Former Library Board members 
3. Current Friends of the Library Board members 
4. Patrons receiving outreach/homebound services 
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Senior citizens may be exempt from fines upon request. 
 
Fines may be reduced or waived by authorized staff if the situation warrants. 
 
 
Responsibilities: 
  
 The responsibility for establishing fees, charges, and determining procedures is 
delegated by the Board to the Director with the understanding that the Director will inform the 
Board prior to implementation of significant changes. 
 
Approved: 1/22/85 
   
 
 

Initial Adoption Date Modified Date Description of Modification 

1/22/85   

 5/22/86  

 12/17/86  

 4/7/99  

 9/19/05  

 11/21/16 
Removed reference to fee for reserving 
materials; updated wording; included fines 
and fee schedule 

 2/27/17 Defined fine exempt groups 
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POLICY 4.5 COMPUTER AND INTERNET USE 

 
        Revised: 9/20/04 
        Revised: 9/19/05 
        Revised: 8/20/07 
        Revised: 5/14/12 
 
 
Need for this Policy: 
 
 A policy is needed to ensure appropriate use of public computer and Internet resources. 
 
 The mission of the Library is to provide educational, informational and recreational resources to 
patrons of all ages, cultural, and economic backgrounds.  The Library is committed to protecting intellectual 
freedom, promoting lifelong learning and providing materials and resources that accomplish these objectives.  
As part of its mission to meet the needs of the community, the Library provides computers which allow public 
access to a variety of electronic resources including the library catalog, databases, software and the Internet.   
 
Policy: 
 
 To promote equitable access to computer and Internet resources, the Library utilizes 
software to manage computer reservations, time limits and printing.  This system requires patrons 
to enter a valid library card number or visitor’s pass number to access a computer.  Clifton Park-
Halfmoon Library tax district residents who wish to access Library computers on a regular basis 
are requested to obtain a library card.  Visitors may obtain a daily visitor’s pass. 
 
 In order to ensure the use of computer and Internet resources is consistent with the 
mission of the library, computer stations will be located where they can be monitored for 
assistance and security.   
 
 All prospective users of Library computer and Internet resources must read and agree to 
abide by the Computer and Internet Use Policy. 
 
 The Library upholds and affirms the right of each individual to have access to constitutionally 
protected materials. Thus adult patrons are responsible for proper use of the Internet for themselves and their 
children.  Persons under the age of eighteen may have full access to the Internet if they obtain written 
permission from a parent or legal guardian. 
 
 The Library may impose reasonable restrictions and conditions on the use of technology 
available to patrons.   
 
 The Library may charge for some services such as printing. 
 
 The Library reserves the right to change computer hardware or software offered to the 
public at any time. 
 
 Library computer and Internet resources may be used only for lawful purposes.  
Examples of unacceptable purposes include but are not limited to: 
 

 Attempting to alter or damage computer or network equipment, software 

configurations, or files belonging to the Library, other users or external networks 
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 Attempting unauthorized entry to the Library’s computers or network or external 

networks 

 Violation of copyright or communications laws 

 Violation of software license agreements 

 Transmission of speech not protected by the First Amendment, such as libel and 

obscenity 

 The Library strives to balance the rights of patrons to access different information 
resources with the rights of patrons and staff members to work in a public environment free from 
harassing sounds and visuals.  Patrons are asked to remain sensitive to the fact that they are 
working in a public environment shared by people of all ages, with a variety of information 
interests and needs. In order to ensure an efficient, productive computing environment, the 
Library insists on the practice of cooperative computing. This includes: 
 

 Respecting the privacy of other users  

 Not using computer accounts, access codes, or network identification codes 

assigned to others  

 

 Viewing material of a generally inappropriate or offensive nature, including sexually 
explicit materials, is not allowed.   Any patron viewing content inappropriate for a public building 
will be asked to leave for the day.  If the misuse continues the patron will be banned from using 
the Internet at the Library. 
 
Responsibility: 
 
It is the responsibility of the Director and his/her staff to enforce this policy.   
 
. 
 
Approved: 9/19/97 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 POLICIES OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY – REV 4-24-17 

 
 

57 

POLICY 4.6 WIRELESS INTERNET USE 

 
 
 
Need for this Policy: 
 
 A policy is needed to ensure patrons’ understanding of the Library’s wireless Internet 
resources. 
 
Policy: 
 Free wireless Internet access is available at the Library.  Patrons who use electronic 
devices with wireless capabilities may be able to access a wireless connection from inside or 
around the perimeter of the Library.  The Library’s Computer and Internet Use Policy #4.5 applies 
to wireless access. 
 
 The Library's wireless network is not secure. Information sent from or to a device can be 
captured by anyone else with a wireless device and the appropriate software, within three 
hundred feet.  
 
 Library staff is not able to provide technical assistance and no guarantee can be provided 
that you will be able to make a wireless connection. The Library assumes no responsibility for the 
safety of patron’s equipment and/or configurations, security, or data files resulting from 
connection to the Library's network. 
 
Responsibilities: 
 
It is the responsibility of the Director and his/her staff to enforce this policy. 
 
Approved: 5/14/12 
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POLICY 4.7 COMPUTER DEVICE LENDING POLICY 

        Revised 09/21/15 
 
 
Need for this Policy: 
 
A policy is needed to manage the loan of computer technology devices such as laptops, iPads 
and other electronic devices to patrons for use within the Library.  
 
Policy: 
 
Computer device equipment such as laptops, tablet devices and other technology devices can be 

loaned to library patrons age 18 years and older who are in good standing with their library 

account.  
 
Patrons can check out computer devices at a Library Service Desk using their library card, and by 
doing so, the borrower agrees to abide by the Library’s Computer and Internet Use Policy and the 
Library’s Code of Conduct.  By borrowing an electronic device using a valid library card, the 
patron agrees to the following: 
 

 S/he will not alter or install any software or hardware settings or configurations on the 
computer device, nor damage software, hardware or network services accessible through 
the device.  

 S/he will not hold the Library responsible for any damage or loss of data or media due to 
any cause while using the device.   

 S/he understands that the wireless network is public and that s/he should take 
appropriate caution with personal information while using library computer devices.   

 
Public computer devices will be loaned out at the sole discretion of the Library and will be 
available on a first come-first served basis and cannot be reserved in advance.  A single device 
may be borrowed for up to three hours per day depending upon demand and availability.  To 
accommodate high demand for the equipment, Library staff may need to limit loan periods to less 
than three hours per day. 
 
Use of the computer devices is limited to the interior of the library building excluding the 
restrooms.  Devices checked out from the Children’s Library must remain in that part of the 
Library.  The removal of computer devices without written permission from the Library Director will 
be considered theft and offenders will be prosecuted. 
 
It is the sole responsibility of the borrower to make sure that the computer device is not left 
unattended under any circumstances.  If the borrower must leave the building temporarily, the 
electronic device should be given to a staff member at the Library Service Desk where the device 
was checked out.  
 
When assisting patrons with computer device checkout, Library staff will inform borrowers of the 
maximum replacement cost for devices as well as the rules for equipment use in the building.  
Lost or damaged material fees for computer devices will be based on a reasonable assessment 
of the cost of replacement or repair of the equipment.  The borrower will be responsible for any 



 POLICIES OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY – REV 4-24-17 

 
 

59 

loss or damage and will be liable for an amount up to the full replacement cost if the equipment is 
damaged or stolen.   
 
For devices configured to support printing, the Library will provide access to printing and payment 
services.   Any documents created during a computer device session will be lost immediately 
when the device is shut down.  If desired, data should be saved to a USB drive, emailed or 
printed.   
 
Devices must be returned to the Library Service Desk where it was checked out at least 15 
minutes prior to the Library’s closing. 
 
 
Approved: 7/19/10 
 
 
 

Initial Adoption Date Modified Date Description of Modification 

7/19/2010   

 09/21/2015 

Device agnostic; eliminated 
residency requirement; no forms; 
changed title from Laptop Lending to 
Computer Device Lending 
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POLICY 5.1 ROLE OF THE BOARD OF TRUSTEES: DUTIES AND RESPONSIBILITIES 

 

        Revised: 6/11/99 
        Revised: 9/19/05 
        Revised: 12/19/16 
 
 

Need for this Policy: 
 

This Policy sets forth the basic duties and responsibilities of the Board of Trustees. 
 
Policy: 
 
 It is the responsibility of the Board to ensure that the Library is well managed, in a 
manner consistent with the law and with the policies that have been established.  The Board will: 
 

 Create and develop the mission of the library; 

 Regularly plan and evaluate the library’s mission and strategic vision based on 
community needs; 

 Select, hire and regularly evaluate a qualified library director; 

 Secure adequate funding for the library; 

 Exercise fiduciary responsibility for the use of public and private funds; 

 Adopt policies and rules regarding library governance and use; 

 Maintain a facility that meets the library’s and community’s needs; 

 Promote the library in the local community and in society in general; 

 Conduct the business of the library in an open and ethical manner in compliance with all 
applicable laws and regulations and with respect for the institution, staff and public. 

 

   

Responsibilities: 
  
 It is the responsibility of the Board of Trustees to understand and implement this policy.   
 
Approved: 5/1/86 
 
 

Initial Adoption Date Modified Date Description of Modification 

5/1/86   

 6/11/99  

 9/19/05  

 

12/19/16 

Created a broader set of board 
duties; changed the responsibility to 
Board of Trustees; changed title from 
“powers” to “responsibilities” 
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POLICY 5.2 COMMITTEES OF THE BOARD OF TRUSTEES  

 

        Revised: 6/16/03 
        Revised: 9/19/05 
        Revised: 8/17/09 
        Revised: 3/21/11 
        Revised: 6/15/15 
 

Need for this Policy: 
 
 This policy is needed in order for the Board to operate effectively. 
 
Policy: 
  

1. Standing committees are: 
 
  Building and Grounds 
  Finance and Audit 

Legislative 
Long Range Planning 

  Personnel 
  Policy 
  Public Relations 
 

2. Matters brought to the Board that require investigation and consideration should be 
referred to committee for recommendation to the full Board. 

 
3. Each Board member shall be assigned to two or more standing committees. 

 
4. Additionally, there shall be an Executive Committee composed of the President,  the 

Vice-president and the Treasurer. 
 

5. The purpose of the Executive Committee is to exercise general leadership activities in the 
intervals between Board meetings. 

 
6. The Executive Committee or a majority thereof will meet at least once each calendar 

month so that its members are aware of what challenges they face and be able to step 
into the breach in and when needed. 

 
7. The Executive Committee or a majority thereof shall meet with the Library Director at 

least once each calendar month.  This requirement may be combined with the monthly 
meeting specified in 6, above. 

 
Approved: 3/17/90 

Initial Adoption Date Modified Date Description of Modification 

3/17/1990   

 6/16/2003  

 9/19/2005  

 8/17/2009 
Added Executive Committee and 
responsibilities 

 3/21/2011 
Added Long Range Planning Committee to 
standing committees 

 6/15/2015 
Changed Finance Committee to Finance and 
Audit 
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POLICY 5.3 STANDING COMMITTEE FUNCTIONS AND RESPONSIBILITES 

 

        Revised: 6/16/03 
        Revised: 9/19/05 
        Revised: 3/21/11 
        Revised: 6/15/15 
 
 

Need for this Policy: 
 
 A policy is required to define areas and limitations of responsibilities of each standing 
committee. 
 

Policy: 
 

 The standing committee of the Board of Trustees and their functions and responsibilities are as 
follows: 
 

 A. Policy Committee 
 

1. Prepare and revise library policy for submission to the Board for approval. 
 

2. Prepare initial responses for the Board to those questions not covered by existing policy. 
 

3. Adjust the library calendar of holidays and library hours in accord with Policy 5.4. 
 

4. Review all policies annually to determine if any need to be updated. 
 

 B. Personnel Committee 
   

1. Recommend salary structure for all staff, after reviewing input from the Director. 
 

2. Review and approve organizational structure and job descriptions prepared by the 
Director. 

 

3. Advise the Director on staffing issues and staff problems, when requested by the Director 
or the Board. 

 

4. Evaluate the Director's performance and prepare a written report.  The Chairman and 
President of the Board will meet with the Director for a formal discussion of evaluation. 

 

5. Recommend resolution of, or answers to questions concerning employee relations 
matters:  sick leave, vacation, compensatory time, benefits, etc. 

 

6. Evaluate and recommend to the Board candidates for vacant positions on the Board. 
 

 C. Public Relations Committee 
 

1. Develop an on-going plan for establishing positive public relations. 
 

2. Develop proposals for any issue related to Board communications with the public. 
 

3. Develop and implement Board approved plans for any board-approved public relations 
program. 
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 D. Building and Grounds Committee 
 

1. Ensure that the buildings and grounds are maintained in good condition with 
maintenance and repairs accomplished in a timely fashion. 

 

2. Ensure the development of landscaping plans. 
 

3. Review recommendations from the Director for capital equipment and furnishings. 
 

4. Project future facility needs of the Library. 
 

5. Develop plans and be responsible for alterations of and additions to the buildings and 
grounds. 

 
 E. Finance and Audit Committee 
 

1. Receive and evaluate budget recommendations from standing committees and the 
Director. 

 

2. Formulate a proposed budget in accordance with Policy 7.1. 
 

3. Oversee implementation of the budget. 
 

4. Project long-range financial needs. 
 

5. Oversee financial management, including investments.  
 

6. Review the approved budget mid-year and recommend adjustments as necessary. 
 

7. Oversee the annual audit of the Library’s financial statements. 
 
 F.  Legislative Committee 
 

1. Define legislative needs and goals and recommend them to the Board. 
 

2. Inform Board of legislation pertinent to libraries. 
 

3. Represent the Library in legislative hearings and issues at all levels. 
 

4. Conduct direct discussions with legislative leadership and staff educating them to the 
needs of the Library. 

 

5. Establish on-going contact and relationship with appropriate mentors of the executive and 
legislative departments. 

 

6. Encourage legislative/lobbying activity by the Friends and other groups who share our 
goals. 

 

7. Work with the public Relations Committee to educate the community on the impact of 
legislative action, or lack of it, at the local level. 
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G.  Long Range Planning Committee 
 

1. Identify long term changes and growth patterns in the Library District’s service area, as a 
precursor to implementing Item 2, below. 

 
2. Identify needs and desires of the Library District’s population that could be met through 

Library services. 
 

3. Identify potential limitations to implementing changes (i.e. finance, physical capacity, 
etc.). 
 

4. Make recommendations to the Board as to what new services or activities should be 
pursued, and what changes to existing services should be made. 

 
5. Provide guidance and assistance to the Board in implementing these changes. 

 
6. Identify contingencies that could have severe consequences for the Library and make 

recommendations to the Board regarding how to plan and prepare for them. 
 

 
Responsibility: 
 
 It is the responsibility of each standing committee chairperson to ensure that committees perform the 
stated functions. 
 
Approved: 3/17/90 
 
 

Initial Adoption Date Modified Date Description of Modification 

3/17/1990   

 6/16/2003  

 9/19/2005  

 3/21/2011 
Added Long Range Planning Committee to 
standing committees 

 6/15/2015 
Changed Finance Committee to Finance and 
Audit and added responsibilites 
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POLICY 5.4 CALENDAR FOR BOARD OF TRUSTEES 

 
        Revised: 1/4/94  
        Revised: 5/4/01 
        Revised: 9/19/05 
        Revised: 4/18/08 
        Revised: 12/16/16 
 

 
Need for this Policy: 
 
 A calendar of regularly scheduled Board and Committee activities shall be prepared, 
reviewed annually, and affixed hereto. 
 
Policy: 
 
 An ongoing calendar shall be maintained by the Policy Committee, structured as follows: 
 
 
DATE/ ITEM       RESPONSIBILITY 
JANUARY 
Submit committee preferences     Board 
Organizational Meeting       
 Elect new officers to the Board    Board 
 Administer Oath of Office to Trustees   Counsel  
 Appoint Counsel, Clerk, and Board Secretary  Board 
 Set date for the Annual Budget Vote and Trustee Election Board 
 Review and approve Board Calendar   Board 
 Sign Conflicts of Interest statements   Board, Director and Admin. Staff 
 Assign monthly claims review responsibilities  Board 
 Assign monthly FOL Board Meeting attendance  Board 
 Designation of depositories     Board 
 Resolution to allow electronic transfers   Board 
 Resolution to change authorized users on Fidelity account Board 
 Approve Board meeting schedule     Board 
 Trustee Training and Education (as necessary)  Board 
 Make Board committee assignments   President 
 
Set committee goals      Committee Chairpersons 
Update Library operations calendar    Policy Committee 
Prepare NY State Annual Report    Director 

 
 
FEBRUARY 
Approve investment plan for tax levies revenues   Director & Finance Chair 
Approve the NY State Annual Report    Board 
 
MARCH 
Attend Library Advocacy Day     Legislative Committee 
      
APRIL                                                                                
Make recommendations for budget  All Standing Committees & Director 
by May 1 to Finance Committee      
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MAY 
Attend annual SALS dinner meeting    Director & President 
Develop next year's budget     Finance Committee & Director 
        
 
JUNE 
Conduct mid-year evaluation of Director    Personnel Chair & President 
Approve budget for next year     Board 
Recruit candidates for Board     Board 
 
 
JULY 
Review & make adjustments to current budget   Finance Committee & Director 
Appoint election coordinator     Director 
Announce date for election, normally the second Thursday President 
after Labor Day 
 
 
AUGUST 
Accept completed petitions for Trustee candidates  Director 
Hold joint meeting with FOL Board    Board 
Prepare communication plan to encourage voting  Public Relations Committee 
 
SEPTEMBER 
Complete plans for vote by District residents on election  President 
of Trustees and budget referendum 
 
 
OCTOBER 
Present draft Board meeting schedule for next year  Director 
 
NOVEMBER 
Set Board goals for next year     Board 
Complete Board self-evaluation     Board 
Appoint Ad Hoc Nominating Committee to recommend 
Officers of the Board for next year    President 
Policy Committee reviews Annual Calendar   Policy Committee 
 
DECEMBER 
Present slate of Officers      Nominating Committee 
Accept floor nominations for Officers of the Board  Board 
Conduct year-end evaluation of Director    Personnel Chair & President 
Prepare annual committee summaries and suggest next year’s  
goals / activities       Committee Chairs 
       
Responsibilities: 
 
 The Policy Committee will review calendar annually and transmit suggested calendar to 
the Board in January of each year. The Board President is responsible for monitoring the timely 
completion of the stated tasks. 
 
Approved: 3/28/90 
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POLICY 5.5 CRITERIA FOR HOLDING EXECUTIVE SESSIONS BY THE BOARD OF 
TRUSTEES 

        Revised: 9/19/05 
        Reviewed: 12/19/16 
  
 
           
 Need for this Policy: 
 
 The Board requires means of consistently determining the need for meeting in executive 
session. 
 
Policy: 
 
 It is the policy of the Board that its regularly scheduled meetings shall be open to the 
general public. 
 
 As an exception to this general rule, the Board may meet in executive session for the 
reasons referenced in New York State Public Officers Law. 
 

The Board may request the presence of staff or other appropriate resource persons at 
specific executive sessions. 
 
Responsibilities: 
 
 The Board President is responsible for determining that business be conducted in 
executive session.  The determination is subject to the agenda approval process which begins 
each meeting. 
 
Approved: 3/18/85 
 
 
 

Initial Adoption Date Modified Date Description of Modification 

3/18/85   

 9/19/05  

 12/19/16 Reviewed; no changes 

 



 POLICIES OF THE CLIFTON PARK-HALFMOON PUBLIC LIBRARY – REV 4-24-17 

 
 

69 

POLICY 5.6 THE INTERIM APPOINTMENT OF A TRUSTEE IN EVENT OF VACANCY ON 
THE BOARD OF TRUSTEES 

         
Revised: 4/13/92 

        Revised: 6/10/99 
        Revised: 9/19/05 
        Revised: 12/19/16 
 
 
Need for this Policy: 
 
 A policy is necessary to assure that the Board operates at its full complement of 
members when a vacancy occurs during a trustee’s term of office 
 
Policy: 
 

A. The Personnel Committee is responsible for soliciting, interviewing and recommending a 
candidate to the Board to fill a Trustee vacancy in a timely manner.   
 

B. The Board shall appoint a qualified person as interim trustee until the               
electorate votes to fill the position. 
 

C. The appointment to fill the vacancy shall be through December 31 following the next 
regularly scheduled election. 

 
Responsibilities: 
 
  
 The Board is responsible for appointing a candidate to fill the vacancy. 
 
Approved: 6/16/86 
 
 

Initial Adoption Date Modified Date Description of Modification 

6/16/86   

 4/13/92  

 6/10/99  

 9/19/05  

 
12/19/16 

Changed title to remove “election 
and”; re-ordered the wording and 
removed redundant wording. 
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POLICY 5.7   INDEMNIFICATION OF TRUSTEES AND EMPLOYEES 

      

 
         Revised: 9/19/05 
         Reviewed: 12/19/16 
 
 
Need for this Policy: 
 
 A policy statement is needed to clarify the indemnification of trustees and employees of 
the Library. 
 
Policy: 
 
  The Library will, to the extent permitted by the Not-For-Profit Corporation Law, 
and the Public Officers’ Law, indemnify any Library trustee or employee who is made a party to 
any action or proceeding by reason of acting as trustee or employee of the Library, against 
judgments, fines, amounts paid in settlement and reasonable expenses, including attorney fees. 
 
Responsibilities: 
 
 The Board President is responsible for implementing this policy. 
 
Approved: 10/29/97 
 
 

Initial Adoption Date Modified Date Description of Modification 

10/29/97   

 9/19/05  

 12/19/16 Reviewed; no changes 
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POLICY 6.1 POWERS AND DUTIES OF LIBRARY DIRECTOR 

 

        Revised: 5/1/86 
        Revised: 12/12/94 
        Revised: 9/19/05 
        Revised 2/27/17 
 

 

Need for this policy: 
 
This policy specifies the responsibilities of the Library Director in relationship to the Board of 
Trustees. 
 
Policy: 
 
 The Director has the responsibility for all aspects of the library’s operation in accordance 
with the mission and strategic vision of the library as determined by the Board of Trustees.  These 
responsibilities include but are not limited to:  

 Determining the annual priorities and goals of the Library in conjunction with the Board. 

 Determining staffing needs, hiring, supervising, and appraising staff. 

 Setting the overall programs and services of the Library. 

 Proposing and monitoring annual budgets. 

 Overseeing the care and maintenance of library facilities. 

 Coordinating beneficial partnerships and associations with other libraries and library 

groups, community organizations, and schools. 

 Providing the Board with necessary information, data and support for its activities. 

 
Responsibilities:   
 
The Director provides the professional expertise on Library matters and keeps the Trustees fully 
informed . 
 
Approved: 5/1/86 
 
 

Initial Adoption Date Modified Date Description of Modification 

05/01/86   

 12/12/94  

 9/19/05  

 2/27/17 Expanded list of duties under policy 
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POLICY 6.2 ANNUAL EVALUATION OF THE LIBRARY DIRECTOR AND  
DETERMINATION OF DIRECTOR'S COMPENSATION 

   
        Revised: 12/24/94 
        Revised: 4/7/99 
        Revised: 9/19/05 
        Revised: 2/27/17 
 
Need for this Policy: 
 
 The evaluation of the Director provides an annual opportunity for the Board and Director to define 
the success of the previous year and to establish goals for the coming year.  The evaluation will be 
considered in the determination of the Director's compensation. 
 
 Policy: 
 
Evaluation: 
 
The Personnel Committee will lead the Board's evaluation of the Performance of the Director. 
 
An initial evaluation of a new Director will be conducted six months after start of employment.  Thereafter, 
evaluations will be held, at a minimum, annually.  In addition to providing an appraisal of past performance, 
the evaluation process should include goal-setting for the future evaluation period.  The Director will 
participate in this goal-setting. 
 
The Director will have an opportunity to place comments on the record with regard to the evaluation. 
 
The Personnel committee will report the results of the evaluation to the Board. 
 
Compensation: 
 
Concurrent with preparation of the budget, the Personnel Committee in consultation with the Finance 
Committee will prepare a proposal for compensation of the Director for the forthcoming calendar year. 
 
The proposal must be approved by the Board before the proposal is made to the Director. 
 
The Personnel Committee Chairperson with the President of the Board will present the offer to the Director. 
 
Responsibilities: 
 
 The Personnel Committee is responsible for leading the Board's evaluation of the Director and 
recommendation of the Director's compensation. 
 
 The Board is responsible for approving the proposal for compensation of the Director. 
 
Approved: 3/13/85 
 
 

Initial Adoption Date Modified Date Description of Modification 

03/13/85   

 12/24/94  

 04/07/99  

 09/19/05  

 Xx/xx/xx Policy reviewed; no changes 
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POLICY 7.1 GENERALLY ACCEPTED ACCOUNTING PRINCIPLES 

 

Need for this Policy: 
 

A statement is needed to establish the accounting principles of the Library.  
 
Policy: 
 

The Library follows the Generally Accepted Accounting Principles, and accounting 
guidelines set forth by the New York State Comptroller in the Financial Management Guide for 
Local Governments. 
 
Responsibilities: 
 
 The Director, Administrative Assistant/Bookkeeper, and the Treasurer, as well as the 
annual auditing firm chosen by the Board are responsible for ensuring the Library is following 
generally accepted accounting principles and complies with the guidelines set forth by the New 
York State Comptroller. 
 
Approved: 9/19/05 
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POLICY 7.2 BUDGET DEVELOPMENT REVIEW and ADJUSTMENT 

  

 
        Revised: 12/17/86 
        Revised: 7/18/94 
        Revised: 5/4/01 
        Revised: 9/19/05 
        Revised: 11/21/11 

 

 

 

Need for this Policy: 
 
 Methods for budget development and review and adjustments are necessary to ensure 
the budget is prepared, reviewed and adjusted in a timely fashion and that the lines of 
responsibility are established. 
 
Policy: 
 
1. Budget Development 
 

a. All standing committees shall meet by April in order to submit by May recommendations 
for next year’s budget. The Director will combine them with the operational needs and 
submit a tentative budget to the Finance Committee for approval and/or modification.  
The Finance Committee will prepare a proposed budget that will be submitted to the 
Board by its June meeting for final approval and subsequent presentation for public vote. 

 
b. Budget Development Responsibilities: 

 
(1) The Director shall prepare the budget recommendations with input from all Board 

Committees. 
 

(2) The Finance Committee, with the Treasurer of the Board as chairperson, is 
responsible for proposing all budgets to the Board. 

 
(3) The Board is responsible for submitting the budget to the voters for approval. 

 
2. Budget Review and Adjustments 
 
 

a. The Finance Committee, working with the Director, shall review the current year’s budget no later 
than in June, forecast the year-end performance, and make suggested adjustments for approval by 
the Board. 

 
b. Whenever there is a needed change in one or more budgetary line items of $5000 or more, the 

Finance Committee, working with the Director, shall make suggested adjustments for approval by 
the Board. 
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c. Budget Review and Adjustments Responsibilities 
 

(1) The Director shall advise the chairperson of the Finance Committee whenever there is a 
needed change in one or more budgetary line items of $5000 or more. 

 
(2) The Finance Committee, with the Treasurer of the Board as chairperson, is responsible for 

proposing all budget adjustments to the Board. 
 

(3) The Board is responsible for approving all adjustments to the budget. 
 
Approved: 3/13/85 
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POLICY 7.3 CHECK SIGNING PROCEDURES 

 
 
Need for this Policy: 
 

A policy is needed to achieve a more effective system of internal fiscal control and 
stipulate counter-signature requirements. 

 
Policy: 
 

Disbursement checks written for $15,000 or more will require the signature of the 
President and Treasurer of the Board. 
 
Responsibilities: 
 

The President, Treasurer, and Administrative Assistant/Bookkeeper will ensure that two 
signatures appear on all disbursement checks which are written for $15,000 or more.  
 
Approved: 9/19/05 
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POLICY 7.4 FINANCING TRAVEL AND DUES FOR STAFF AND TRUSTEES 

 
        Revised: 5/22/86 
        Revised: 10/17/94 
        Revised: 9/19/05 
 
 

 Need for this Policy: 
 
 Guidance is required to provide appropriate payment for professionals, staff, and trustees 
who attend conferences for Continuing Education programs on the Library's behalf, and 
reimburse employees and volunteers for travel expenses incurred while on Library business. 
 
Policy: 
 
Librarians pay for any memberships they choose to hold in any organization; 
 
The Library, in its sole discretion, may reimburse part or all of the cost of meetings and 
conferences for staff members and trustees, including registration fees, travel, lodging and meals; 
 
 Authorized automobile travel, except for those expenses reimbursed by SALS, will be 
reimbursed at the per mile rate currently allowed by the IRS. 
 
Responsibilities: 
 
The Director determines which staff members shall attend meetings and conferences and what staff 
expenses will be authorized for reimbursement. 
 
The Director shall determine which Continuing Education conferences would be most beneficial to the 
Library as well as which staff members may attend said conferences; 
 
The Director will authorize reimbursement for travel expenses for Library business; 
 
The Board will determine which Board members will attend meetings and conferences and what Board 
Member expenses will be authorized for reimbursement. 
 
Approved: 3/13/85 
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POLICY 7.5 ANTIFRAUD PROGRAMS AND CONTROLS 

    
 
         Revised: 9/21/09 
 
 
Need for this policy: 
 

AICPA Auditing Standards recommend that organizations should have antifraud programs 
and controls. 
 
Policy: 
 

1. Fraud is defined as a willful or deliberate act with the intention of obtaining an unauthorized 
benefit, such as money or property, by deception or other unethical means. 

 
2. All fraudulent acts or related misconduct are included under this policy and include, but are 

not limited to, such activities as: 
a. Embezzlement, theft, misappropriation or other financial irregularities 
b. Forgery or alteration of documents (checks, time sheets, contractor agreements, 

purchase orders, other financial documents, electronic files, etc.) 
c. Improprieties in the handling of reporting of financial transactions 
d. Misappropriation of funds, securities, supplies, inventory or any other asset (such 

as furniture, fixtures, equipment, materials), including assets of the Library, our  
patrons, suppliers, or others with whom we have a business relationship 

e. Authorizing or receiving payment for goods not received or services not performed 
f. Authorizing or receiving payments for hours not worked or expenses not accrued 

and documented 
g. Profiteering as a result of insider knowledge of Library activities 
h. Involvement in any transaction, or having an interest in a party involved in a 

transaction with the Library, without the prior approval of the Director or the Board 
 

3. Fraud and related misconduct will not be tolerated.  Employees found to have participated 
in such conduct may be subject to disciplinary action, up to and including termination as 
well as possible criminal conviction.  Trustees found to have participated in such conduct 
may be subject to removal from the Library Board as well as possible criminal conviction. 

 
4. All employees, vendors, contractors, and other third parties are to report suspected 

instances of any such misconduct to any one of the following:  The Library Director, the 
Board President, and the Board Attorney. Such reports may be made anonymously. 

 
5. Any reprisal against any employee or other reporting individual because that individual, in     

good faith, reported a violation is strictly forbidden. 
 

6. When fraud or related misconduct is reported, an appropriate investigation and all 
necessary action will be undertaken.  All investigations of alleged wrongdoing will be 
conducted in accordance with applicable laws, and Library policies and procedures. 

a. All Trustees and employees necessary to the investigation will cooperate fully in 
the investigation. 
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b. Trustees and employees should direct all inquiries from any individual who is 
believed to be involved in fraud or related misconduct, his or her representative, or 
his or her attorney, and all inquiries from the media to the Board’s attorney. 

c. Neither the existence nor the results of investigations or other follow up activity will 
be disclosed or discussed with anyone other than the Trustees or those persons 
having a legitimate need to know in order to perform their duties and 
responsibilities effectively. 

d. The Board’s attorney will be notified and involved in the investigation whenever 
appropriate. 

e. Once the investigation is completed, and the results of the investigation reported 
to the Board of Trustees, the Trustees and/or Library Director may take one or both 
of the following steps: 

i. Consult with the Board’s attorney relative to appropriate further action 
ii. Take appropriate action and steps to minimize reoccurrence 

  
7. If and when fraud and/or fiscal misconduct is identified, corrective and/or punitive measures 

may be taken by the Board after hearing the recommendation of the Board’s Attorney.  
 
8. All current vendors and suppliers are to be annually provided with a notice prohibiting gifts 

having a value of seventy-five dollars or more as stated in policy 2.4 to any of the Library’s 
employees or Board members.  Such notice shall include the name and phone number of 
the Library Director to be contacted if they have been solicited for gifts by any of the 
Library’s employees or trustees. 

 
9. The Director, Assistant Directors, and Business Officer shall each annually sign a 

statement attesting to the fact that they currently have no conflict of interest and that they 
will avoid potential conflicts of interest. 

 
10. Prior to actual employment, background checks including limited credit checks shall be 

made on any new employees who will hold the title of Director, Assistant Director, or 
Business Officer. 

 
Responsibilities: 
 
It shall be shall be the responsibility of the Director to ensure: 

-The Antifraud policy is reviewed with the staff each November  
-The distribution to all vendors and suppliers of the notice prohibiting gifts 
 
 

 
 
 
 
 
 
 
 
 
 
Approved: 11/17/08 
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POLICY 7.6 INVESTMENTS 

 
Need for this policy: 
 
 This policy is needed to maximize the security of the Library’s funds. 
 
General:  
 
1. The members of the Clifton Park-Halfmoon Public Library (CPHPL) Board of Trustees are the 

fiscal body of the Library.  The members serve without compensation. 
 
2. This document will govern the investment activities of the CPHPL. It is the policy of the 

Library to invest funds in a manner that will maximize the security of the principal while 
satisfying cash flow demands using approved methods that will provide the highest possible 
return.  All investments will conform to applicable laws and regulations of New York State. 

 
 Policy: 
 
1. The Primary Objectives of the Library’s financial investments are, in priority order: 
 

a. Preservation of Capital - The preservation of capital is the foremost objective of the 
investment program.  At no time should the safety of the portfolio’s principal investments 
be impaired or jeopardized.  All investments shall be undertaken in a manner that first 
seeks to preserve capital and secondly attempts to fulfill other investment objectives 
 

b. Liquidity – The Library’s investment portfolio is to remain sufficiently liquid to enable the 
Library to meet those operating requirements that might be reasonably anticipated 
 

c. Return on Investments (Yield) – The Library’s investments should generate the highest 
available return without sacrificing the first two objectives 
 

d. Judgment and Care -  Investments shall be made, under circumstances then prevailing,  
in such a manner as persons of prudence, discretion, and intelligence might exercise in 
the management of their own affairs. 

 
2. Delegation of Authority  
 

a. Management responsibility for the Library’s investment program is hereby delegated to 
the Treasurer, who is the Library’s chief fiscal officer.  The Treasurer shall be responsible 
for the implementation of the investment program and the establishment of investment 
procedures consistent with this policy 
 

b. No person may engage in an investment transaction except as provided under the terms 
of this Policy and the procedures established by the Treasurer. 

 
3. Prohibited Investments – The fiscal officer may not purchase securities on margin or open a 

securities margin account for the investment of Library funds. 
 
4. Internal control - The Treasurer is responsible for establishing and maintaining internal 

control to insure that the assets of the Library are protected from loss, theft, or misuse.  The 
internal control structure shall be designed to provide reasonable assurance that these 
objectives are met.   

 
The internal controls shall address the following points:  
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a. Separation of transaction records from the accounting data 

 
b. Custodial safekeeping 

 
c. Written confirmation of telephone transactions for investments and wire transfers 

 
 
5. Maturity of Investments – No investment shall have a maturity date of more than two years 

from its date of purchase by the Library unless an investment is matched to a specific 
obligation of the Library. 

 
6. Diversification of Investments 
 

a. The Library shall diversify its investments to the best of its ability based on the type of 
funds invested and the cash flow needs of those funds.  Diversification can be achieved 
by the type of investment, number of institutions, and length of maturity 

 
b. The Treasurer will use the following guidelines in administering the Library’s investment 

policy: 
 

(1) The Library’s total (100%) portfolio may be invested in securities guaranteed by the 
United States, or those securities for which the full faith of the United States is 
pledged for the payment of principal and interest 

 
(2) The Library’s total (100%) portfolio may be invested in certificates of deposit, savings, 

or deposit accounts that have been fully collateralized 
 
7. Deposit Requirements - The Library’s Board of Trustees shall designate its public 

depositories.  Any eligible financial institution that has offices within the State of New York 
may become a public depository of the funds of the Library. 

 
8. Delegation of Authority 
 

a. Management responsibility for the Library’s investment program is delegated to the 
Treasurer who is considered the Library’s chief financial officer.  In the absence of the 
Treasurer, the Board President is authorized by the Board of Trustees to act in his/her 
stead 

 
b. The Treasurer shall be responsible for the implementation of the investment program and 

the establishment of investment procedures consistent with this Policy.  No person may 
engage in an investment transaction except as provided under the terms of this Policy 
and the procedures established by the Treasurer. 

 
9. Electronic Transfer of Library Funds 
 

a. The following type of transactions may be conducted by electronic transfer between 
financial institutions in order to expedite the transfer of funds as well as maximize interest 
earnings: 

 
(1) All investment transfers for certificates of deposit and savings accounts authorized by 

the fiscal officer of the Library 
 

(2) Payroll for Library employees 
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(3) To satisfy long-term bond or debt obligations when required by a depository trust 

company 
 

b. The fiscal officer will maintain appropriate documentation of the transactions so these 
may be audited as required by statute.  The Treasurer’s signature will be on the letter of 
authorization for transfers which will be forwarded to the bank. 

 
10. Library Funds – The CPHPL Board may establish funds for money and securities of the 

Library.  All monies from whatever source derived will be receipted into funds established by 
the Library Board under authority of law.  The authorized funds are as follows: 

 
a. Library Operating Fund – All money collected from tax levies, interest on investments of 

Library Operating Fund monies, fees, fines, rentals, and other revenues shall be 
deposited into the “Library Operating Fund”, and must be budgeted and expended in the 
manner required by law 

 
b. Petty Cash Fund – This fund has been established for the purpose of paying small or 

emergency items of operating expense as designated by resolution of the Library Board 
 

c. Gift Funds Money or Securities accepted and secured by the Library Board as a grant, 
gift, donation, endowment, bequest, or trust may be set aside in a separate fund or funds.  
Expenditures from such funds shall be in compliance with the Purchasing Policy. 

 
11. Gifts of Stock 
 

a. The fiscal officer may not purchase securities for the investment of Library Funds 
 

b. When the Library receives gifts of stock certificates: 
 

(1) When gift stock is transferred from the donor’s broker to the Library’s broker, the 
Library will automatically at transfer become the owner of record 

 
(2) The fiscal officer will determine when the stock will be sold for cash. 

 
12. Ethics and Conflicts of Interest – Those involved in the investment process shall refrain from 

personal business activity that could conflict with the proper execution and management of 
the Library investment program, or that could impair their ability to make impartial decisions. 

 
13. Liability - When investments are made in accordance with this Policy, no Library Trustee with 

investment authority shall be held liable for a loss resulting from default or insolvency of a 
depository of Library funds. 

 
14. Investment Advisors, Qualified Brokers and Dealers, and Financial Institutions – All brokers, 

dealers, and other financial institutions that transact investment business with the CPHPL or 
give advice regarding its investments, must receive, read, and comprehend the Policy and 
agree to comply with it before providing any services or transacting any business with the 
Library.  This is to be evidenced by a signed statement of receipt of the policy by those 
identified above. 

 
15. Reporting – The Treasurer shall provide the Board of Trustees with monthly reports which 

clearly provide the following information regarding the investment portfolio: 
 

a. Types of investments 
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b. Depository institutions 

 
c. Principal balances 

 
d. Rates of return 

 
e. Maturities 

 
This report is in addition to other reports which are to include a reconciliation of bank 
balances to fund balances, a cash position report, and a report that compares estimated and 
actual receipts with expenditures for each fund. 

 
16. Investment Policy Adoption  
 

a. The Library’s investment Policy shall be adopted by resolution of the Library’s Board of 
Trustees 

 
b. The Policy shall be reviewed no less than annually by the Finance Committee of the 

Board of Trustees and any modification made to it must be approved by the Board of 
Trustees of the CPHPL. 

 
 
 
Adopted:09/21/09 
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POLICY 7.7 AUDIT 

        Revised: 6/15/15 
 
 
Need for This Policy: 
 
 To ensure external oversight of the management of the Library’s fiscal procedures 
 
Policy: 
 
1. Each year the Library will have a full audit of its financial activities performed by a certified 

public accountant individual or firm authorized to do business in the State of New York.  The 
annual audit will be overseen and reviewed by the Finance and Audit Committee of the Board 
of Trustees. 

 
2. It shall be the practice of the Library to have such audit performed by the same auditing firm 

or individual for no more than five consecutive years.  This practice will take effect with a new 
certified public accountant individual or firm auditing the financial activities of the year 2010. 

 
 
 
Approved:  10/19/09 
 
 
 

Initial Adoption Date Modified Date Description of Modification 

10/19/2009   

 6/15/2015 
Added specific not of Finance and Audit 
Committee responsibilities. 
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POLICY 7.8 FIXED ASSET CAPITALIZATION POLICY 

 
 
Need for this policy: 
 
This policy is required to establish a uniform capitalization policy that complies with federal and 
state financial reporting requirements. 
 
 
Policy: 
 
Fixed assets are items of tangible property, both real and personal, having an acquisition value of 
$5,000 or more and an estimated useful life of two years or more.  
 
Capitalization Defined 
 
“Capital Expenditures” are defined as expenditures for the acquisition cost of capital assets (land, 
buildings, equipment), or expenditures to make improvements to existing capital assets that 
materially increase the asset’s value or useful life. The acquisition cost of a capital asset includes 
all of the costs necessary to place the asset in service for its intended use. In general, this should 
include, but not necessarily be limited to, the net invoice price of the asset including the cost of any 
attachments, accessories, or auxiliary apparatus necessary to make it usable for the purpose for 
which it was acquired. Also included in the acquisition cost are freight, transit insurance and 
installation charges. Management should exercise good judgment and consistent treatment with 
regard to what costs should be included. 
 
For donated assets, the fair market value at the date of the gift will be used as the acquisition cost. 
 
All capitalized assets must be Library owned. 
 
Repairs and maintenance which do not materially add to the useful life of the asset or increase 
the asset’s value should be expensed, not capitalized. 
 
 
Capital Asset Classifications 
 
1. Land: All purchases or donations of Land will be capitalized regardless of value. The acquisition 

costs of Land should include the purchase price, closing costs, all costs incurred in preparing 
the Land for its intended use and improvements to the Land that have indefinite lives and are 
permanent in nature. Land is not depreciated. 

 
2. Land Improvements: Improvements to Land with limited lives such as fencing and gates, 

driveways, paving, parking lots, yard lighting and landscaping should be recorded as Land 
improvements. Land improvements in excess of $5,000 should be capitalized. Land 
Improvements should be recorded as a separate asset from Land. 

 
3. Buildings: All structures used for operating purposes including all permanently attached 

fixtures, machinery, and other components that cannot be removed without damage, such as 
boilers, air conditioners, wiring, and lighting fixtures. If a building is acquired by purchase, the 
capitalized cost should include the purchase price plus other expenses incurred at the time of 
acquisition. A purchase of both land and buildings requires that the cost be allocated between 
the assets. If a building is constructed, the capitalized cost should include, but not be limited to 
material, labor, building permit fees, title costs, architectural, engineering and legal fees. 
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4. Building Improvements: All alterations, renovations and repairs to existing structures in excess 
of $5,000 that increase the value of the property, make it more useful, or increase its useful 
life. This includes additions, roof replacements, and replacement of central air conditioning or 
heating systems or other major renovations. Work to maintain the facility in its existing 
condition, such as painting or repairs, should be expensed. 

 
5. Infrastructure: Long-lived capital assets that normally are stationary in nature and normally can 

be preserved for a significantly greater number of years than most capital assets. 
 

6. Furniture and Equipment: Any moveable, nonexpendable personal property, not permanently 
affixed to a building, with a life expectancy of more than two years and an acquisition cost of 
$5,000 or more per single unit. A single unit is defined as a piece of equipment/furniture that 
when assembled functions as a stand-alone unit. This includes capital equipment, capital 
furniture & fixtures, computers, and vehicles. 

 
7. Library Books and Other Materials: The value of books, art collections, and library materials 

are considered to be inexhaustible collections and are therefore not capitalized. 
  

8. Computer Equipment: Having a useful life of two years or more and an acquisition cost of 
$5,000 per unit. 

 
9. Construction in Progress: Construction in progress should be capitalized at the end of each 

fiscal year. Construction in progress is not depreciated. When the construction is complete and 
the asset placed into service, the construction in progress total is transferred to the respective 
asset account such as Building Improvement, and depreciation then begins in accordance with 
the guidelines below. 

 
Depreciation Guidelines 
 
All depreciable assets will be depreciated using the straight-line method, with half-year convention. 
The straight-line method allocates an equal amount of the net cost of the asset to each accounting 
period in the asset’s useful life. All depreciable property will have a 0% salvage value. The following 
useful lives will be used for depreciation purposes: 
 
Site improvements 15 years 
Building and structures 39 years 
Machinery and equipment 7 years 
Furnishings and Accessories 7 years 
Vehicles 7 years 
Computer equipment 3 years 
 
Physical Inventory 
 
A physical inventory of capital assets must be taken and the results reconciled with the library’s 
financial records at a minimum of once every two years. 
 
At the close of the inventory process, adjusting journal entries will be done where applicable for 
assets which have been taken out of service, or otherwise disposed. 
 
Disposition 
 
Capital assets which are obsolete, worn out, or no longer meet the requirements of a department 
will be disposed of according to the Surplus Books, Furniture and Equipment Policy 7.10. 
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Responsibility: 
 
It is the responsibility of the Director and his/her staff to enforce this policy. 
 
 
 
Approved: 02/27/12 
 
 
 
 

Initial Adoption Date Modified Date Description of Modification/Notes 

02/27/2012  
Also located as Appendix A in Purchasing 
Manual 
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POLICY 7.9 SURPLUS BOOKS, FURNITURE AND EQUIPMENT POLICY  

 
 
 
 
Need for this policy:  

A standard method of disposal is required for books, non-print materials, furniture and 

equipment no longer required by the Clifton Park-Halfmoon Public Library.  

 

Policy: 

When any such item is no longer functional or useful, it will be removed from inventory and 
disposed of as follows:  

1. Surplus inventory items that may have unusual, historic or artistic value will be brought 

to the attention of the Board of Trustees for determination of value and disposition. 

Such determination may include the services of a professional appraiser or outside 

expert opinion. 

2. Books and non-print materials other than equipment, furniture or fixtures no longer deemed 

appropriate for the collection will be donated to the Friends of the Clifton Park-Halfmoon 

Public Library. 

3. Equipment, furniture or other fixtures no longer of use to the library may be donated to other 

libraries, schools or non-profit organizations.  

4. Equipment may be sold to a technology recycling company if no libraries, schools or other non-

profit organizations express an interest in accepting such as a donation.  

5. If there are no non-profit organizations that will accept the donation, equipment may be 

processed by a technology equipment disposal firm if such firm will do so at no cost to the 

Library. 

6. The Director or Business Manager is authorized to accept trade-in allowances of any 

item of equipment, furniture or other fixtures being replaced or upgraded for which a 

trade-in allowance is offered.  

7. In the event surplus equipment, furniture, or fixtures is/are deemed not to have unusual, 

historic or artistic value and is/are not disposed of through donations or sale as 

described above, staff members, Trustees, and their immediate family members may 

be permitted to acquire said materials with the approval of the Director. 
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8. Documentation of the method of disposal of items covered by this policy will be 

maintained for a period of five years. 

 

Responsibility: 

It is the responsibility of the Director and his/her staff to enforce this policy.  

 

 

Approved: 02/27/12 
 
 
 
 
 

Initial Adoption Date Modified Date Description of Modification/Notes 

02/27/2012  
Also located as Appendix B in Purchasing 
Manual 
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POLICY 7.10   FUND BALANCE POLICY 

 
 
Need for this Policy: 
 
The Governmental Accounting Standards Board (GASB) adopted Statement Number 54 which 
changes the reporting requirements for fund balances on the balance sheets of Governmental 
Funds.   Statement 54 requires the use of five new classifications: nonspendable, restricted, 
committed, assigned and unassigned.   
 
Policy: 
 
The Board of Trustees has the authority to set up a restricted or committed fund balance by a formal 
action of the Board.  Amendments or modifications to the restricted / committed fund balance must 
be approved by formal action of the Board of Trustees.  Restricted / committed fund balances do 
not lapse at year end.  The formal action required to restrict or commit fund balances shall be by 
board resolution or majority vote. 
 
The Board of Trustees has the authority to assign fund balances for a specific purpose. 
 
For the purpose of fund balance classification, expenditures are to be spent from restricted fund 
balances first and then unrestricted.  Expenditures incurred in the unrestricted fund balance shall 
be reduced first from the committed fund balance, then from the assigned fund balance and lastly, 
the unassigned fund balance. 
 
 
 
Approved: 2/27/12 
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OTHER 
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POLICY 8.1 COOPERATION WITH OTHER LIBRARIES AND SCHOOLS 

 

        Revised: 5/22/86 
        Revised: 9/19/05 
        Reviewed: 9/19/16 
 
 
Need for this Policy: 
 
 A formal statement is useful to encourage cooperation among institutions, libraries and 
services to benefit the general public. 
 
Policy: 
 
 The Library will cooperate with other libraries and organizations that provide resources 
and services for the people of the community.  The Library should act as a point of entry into 
national and regional networks of libraries and information resources and play a strong 
coordinating and leadership role in responding to local needs. 
 
Responsibility: 
 
 The Board should encourage cooperative and reciprocal efforts to share resources and 
services with other libraries and schools. 
 
 The Director is responsible for determining the feasibility of, and for implementing, 
cooperative proposals. 
 
Date:  3/15/85. 
 
 
 

Initial Adoption Date Modified Date Description of Modification 

3/15/85   

 5/22/86  

 9/19/05  

 9/19/16 Reviewed; no changes 
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POLICY 8.2 ACCEPTANCE OF GIFTS TO THE LIBRARY 

 
        Revised: 4/7/99 
        Revised: 9/19/05 
        Revised: 9/18/06 
  
 
Need for this Policy: 
 
  A consistent policy regarding the acceptance of gifts to the Library is vital to the 
understanding and relationship between the Library and the public it serves. 
 
Policy: 
 
  When a donor wishes to give the Library books, A/V materials, art objects, or other 
objects, it is with the understanding that the Library will decide which items will be accepted, which items 
will be used by the Library, and which will be given away or sold by the Friends.  It is important that the 
prospective donor be made aware that, although the gift is accepted, it may not become a part of the 
Library's collection. 
 
 The Library keeps no record of the final disposition of these gifts, nor will the Library certify the 
value of any of these gifts. 
 
 If the gift is accepted, a note of acknowledgement will be sent to each donor thanking the donor 
for the gift received, but will not state the monetary value of the gift. 
 
 An individual or organization can give commemorative books and may request a book title or a 
subject category.  All donations are recorded and the donor is sent an acknowledgement letter telling 
which items were purchased.  A book plate will acknowledge the donor and the person honored. 
 
 The Library recognizes that various groups or individuals may wish to make monetary 
contributions to the Library. Gifts to the Library will be acknowledged with a letter thanking the donor(s).  
Donors wishing to have some other form of recognition will be asked to present their requests to the 
Board.  The Board will evaluate such requests and make a decision on a case by case basis.  
Responsibilities: 
 
 The Director will be responsible for acceptance, acknowledgement, and record keeping of all 
donations. 
 
Approved: 3/13/85 
 
 
 


