RIPLEY PUBLIC LIBRARY
POLICIES AND PROCEDURES     Adopted by Board of Trustees on  30 Nov 2022

Building Use 
1. The meeting room is available for use by community groups providing no admission is charged, and the meeting is not for the purpose of fund raising other than fund raising for the Library itself.. Proof of insurance may be required. The Reservation form (appendix R pg. 7) may be used and given to any staff member or Director. Phone or emails are also acceptable. 
2. Children's groups using the meeting room must be under the supervision of adults.

3. Activities in the meeting room must not disturb people in other areas of the library.

4. Reservations for use of meeting room must be made through the library director. Any meeting scheduled for a time during which the library is not open for normal hours, must be attended by a member of library staff or Board of Trustees. (USAGE FEE may apply to cover expenses.)
5. Smoking is not permitted anywhere within the library building, or grounds.

6. Refreshments may be served, providing the area is cleaned and all trash removed from the premises. Alcohol use is permitted in accordance with State Law, limited to special events; and requires express permission from the DIRECTOR.
7. Use of electronic equipment, tables and/or chairs, must be arranged with the library director in a timely fashion prior to need..

8. Children are not to be left in care of library staff. The staff reserves the right to dismiss from the building any individuals felt to be disruptive or engaging in behavior inappropriate to a public library.

9. Contributions from groups using the library facilities are welcome.

Display Policy

The criteria for display of posters, public service bulletins, literary materials, and other informational material, is as follows:

1. The library display areas are intended for displaying material pertaining to local community functions.

2. No political or other partisan type material will be displayed.

3. Informational material will be approved by the librarian. The material will be posted and removed only by library staff.

4. Commercial advertisement or material relating to a profit making enterprise will not be displayed.

5. Final decisions regarding the posting of material will be made by the library board when necessary.

Material Selection
1. The Library Bill of Rights of the American Library Association shall be the foundation upon which these selection policies are based. 

 2. Authority for the determination of policy in selection and acquisition of materials is vested in the library's Board of Trustees. The ultimate responsibility for material selection rests with the Library Director, who operates within the framework of policies determined by the Board.

3. All library materials should be selected on the basis of merit, authenticity of content and honesty of presentation. Further, selection is based on the particular needs, interests and resources of the community, of its children, youth and adults; and attempts to represent all points of view.

4. Selection of books and materials shall not be restricted because of subject matter, nor because of political, religious or racial affiliation of the author. Selection shall not be inhibited by the possibility that materials may inadvertently come into the possession of children. Responsibility for the reading, listening and viewing of library materials by children rests with their parents or legal guardians.

5. A library has an obligation to preserve an individual's freedom of choice, freedom to read, to know, to think and to decide. The Board will, therefore, firmly resist all efforts by individuals or groups of censorship attempts on the library.

6. Citizens may request books, magazines and other materials for purchase at any time. A record of such requests will be kept by the library staff. Consideration for purchase of such material will be influenced by request.

7. Materials offered to the library as gifts will be accepted on the basis that the library is free to keep, discard or sell them at the library book sale. In the case of memorial gifts, the library staff will assist the donor in selecting suitable material.
8. Systematic removal of worn, unused and outdated books is essential to maintain the quality of the collection. Removed books shall be screened for use in the annual book sale.
9. The library does not provide textbooks used in local schools and colleges, but provides supplementary materials for use of students.
 Rules of Conduct for Employees (general help, temp. or short term.) 
Most employees never violate any Library rules or give the Administration any reason to impose discipline.  However, there is the probability that there will be some employees at the Library who will require discipline, up to and including dismissal, for actions that are detrimental to the Library or to other employees. The examples used are not intended to be an inclusive list of inappropriate behavior subject to disciplinary action. These examples are given only as guidelines.  
The following is a list of some, but not all, of the acts which would result in disciplinary action, up to and including dismissal:. 

•
Repeated absences or tardiness.

•
Misuse of time: extended breaks or lunch hours; persistent or extended personal telephone or cell-phone calls. 

•
Knowingly violating any library, OSHA, or state regulations, guidelines, or rules governing workplace safety.

•
Direct violation of library policy and procedures.

•
Sleeping or dozing on the job.

•
Disrespectful behavior toward management, patrons, or other Employees.

•
Persistent negativity or numerous petty complaints that undermine the morale of co-workers, or interfere with the normal flow of work.

•
Insubordination (Refusal to do work or carry out a reasonable request).

•
Any act of dishonesty, deception or fraud.

•
Abandonment of job or failure to report to work without notifying a Supervisor.

•
Committing deliberate damage to Library property.

•
Unauthorized use of Library facilities, tools or equipment.

•
Disorderly conduct, such as striking another employee, use of abusive language, etc.

•
Falsifying Library records.

•
Allowing unauthorized person(s) access to Library facilities.

•
Possessing, using, buying, or selling alcohol while at work.(use at special events exempted) 

•
Harassment of any nature, including sexual harassment.

•
Possession of firearms (if required by NYS law), other weapons, or illegal drugs on Library property. 

•
Illegal use of e-mail or communication systems.

•
Use of Library computers and property for operating a personal business during shift hours. 

•
Removing, sending, or furnishing Library records and information to unauthorized persons.

•
Abuse or violation of State or Federal laws adversely affecting employment.

•
Any conduct contrary to common decency or morality, or liable to incite, or provoke against anyone because of race, color, sex, religion, national origin, veteran status, or disability.
Personnel Policies – Director
See personnel policy (acknowledgement form germane)
Personnel Policies – Clerk
See personnel policy (acknowledgement form germane)
Complaint Policy

Persons who wish to file a formal complaint about a resource or service of the Ripley Free Library to the Board of Trustees will use the authorized form (sample in Appendix  A pg. 6) that shall be available during library hours at the front desk..

Smoke Free Property

Effective June 19, 2019, Public Health Law §13999-o(6) prohibits smoking within one hundred feet of the entrances, exits or outdoor areas of any public or association library as defined in subdivision two of section two hundred fifty-three of the education law; provided, however, that the provisions of this subdivision shall not apply to smoking in a residence, or within the real property boundary lines of such residential real property..
 Whistle Blower Policy

Ripley Public Library is committed to operating in furtherance of its tax-exempt purposes and in compliance with all applicable laws, rules and regulations, including those concerning accounting and auditing, and prohibits fraudulent practices by any of its board members, officers, employees, or volunteers.  This policy outlines a procedure for employees to report actions that an employee reasonably believes violates a law, or regulation or that constitutes fraudulent accounting or other practices.  This policy applies to any matter which is related to Ripley Public Library’s business and does not relate to private acts of an individual not connected to the business of Ripley Public Library. 

If an employee has a reasonable belief that an employee or Ripley Public Library has engaged in any action that violates any applicable law, or regulation, including those concerning accounting and auditing, or constitutes a fraudulent practice, the employee is expected to immediately report such information to the library’s manager/director.  If the employee does not feel comfortable reporting the information to the Executive Director, he or she is expected to report the information to the Board President.

All reports will be followed up promptly, and an investigation conducted.  In conducting its investigations Ripley Public Library will strive to keep the identity of the complaining individual as confidential as possible, while conducting an adequate review and investigation.  

Ripley Public Library will not retaliate against an employee in the terms and conditions of employment because that employee:  (a) reports to a supervisor, to the manager/director, the Board of Trustees or to a federal, state or local agency what the employee believes in good faith to be a violation of the law; or (b) participates in good faith in any resulting investigation or proceeding, or (c) exercises his or her rights under any state or federal law(s) or regulation(s) to pursue a claim or take legal action to protect the employee’s rights.

Ripley Public Library may take disciplinary action (up to and including termination) against an employee who in management’s assessment has engaged in retaliatory conduct in violation of this policy.

In addition, Ripley Public Library will not, with the intent to retaliate, take any action harmful to any employee who has provided to law enforcement personnel or a court truthful information relating to the commission or possible commission by Ripley Public Library for any of its employees of a violation of any applicable law or regulation.

Supervisors will be trained on this policy and Ripley Public Library’s prohibition against retaliation in accordance with this policy.

Appendix A 

STATEMENT OF CONCERN ABOUT LIBRARY MEDIA RESOURCES OR SERVICES 

The Ripley Public Library Board of Trustees has authorized the use of this form. 

Please return to: 

The Ripley Free Library Director or Board Secretary 

64 West Main Street 

Ripley, NY 14775-0631 

Name                                  Date 

------------------------------------ ----------------------- 

Address City State Zip 
------------------------------------------------------------ 

Phone _________________ (if you want contacted about this report)
1. Resource on which you are commenting: 

___ Book Audiovisual Resource    ___ Magazine Content or Library Program 

___ Newspaper                    ___ Other ___________________________________
Title 

--~----------------------------------------------------------- 

Author/Producer/Title 

------------------------------------------------------ 

2, What brought this title to your attention? 

3, Please comment on the resource as a whole as well as being specific (list page number(s)) on those matters which concern you 
4 If your comments are not about a resource but a service, please write your concerns here:  (Use other side if necessary) 

Appendix R

Building use and reservation

Name of person: ________________________, representing:_______________________  

am/are requesting the use of  ____________________________________________ (room, equipment) on 

___________________(DD/MM/YR) from _________      to _____________ for  the following (describe function or event).

I am familiar with Library Building use, and conduct policies. I agree to clean the area involved, remove all trash, personal belongings and other items brought in by myself and others involved with this use.

I/we agree to hold harmless Ripley Public Library (RPL), director, staff, and Board of trustees from all liabilities involved with this space; furthermore RPL is not responsible for damage to any personal items, equipment or supplies.

Proof of insurance may be needed depending on organization involved and number of attendees.

A Fee to cover operating expenses may be incurred if request is for use outside the posted NORMAL OPERATING hours for the Library.
Signed:_____________________________________________

Request received by:___________________________________  on __________________
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