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Hours of operation

Physical building
Wednesday, Friday 10 A.M.–5 P.M.
Tuesday, Thursday 1 P.M.–7 P.M.
Saturday Noon–6 P.M.

Electronic access
SVLny.org website available 24/7
WIFI available 24/7

Stamford Village Library board meetings

Following the Open Meeting law, meetings are open to the public. 
Regular board meetings: Trustees usually meet on the fourth Tuesday of odd months.
Special board meetings: Either the board president or at least one-third of the trustees may call a

meeting on a single specific issue, as needed.
Committee meetings: Committee chairs schedule meetings as appropriate to make progress on

projects under way.
Annual meeting: Association members are invited to attend the September annual meeting to

renew their membership and vote for trustees to fill expiring seats. Newly elected trustees
will be seated in January, at the first meeting of the new fiscal year, but are welcome to
attend meetings before their election gives them a vote.

Board calendar

In addition to the meetings described above, some board activities take place at specific times
throughout the year.

January
At the Regular board meeting, the meeting is called to order and new trustees are seated and offi-
cers are elected. Reorganization issues are taken up: establish committees and assignments;
update fiduciary signatures for bank and credit cards; bond treasurer and bookkeeper; schedule
internal audit for fiscal year just ended; schedule future regular board meetings; update list of As-
sociation and Lifetime members; authorize official newspaper, banks, and insurance carriers; no-
tify 4CLS and LTA of new officers and trustees; sign whistle-blowing policy.

February
Fund-raising campaign

June
Flag Day activities

October
Scarecrow Festival activities

November
Approve budget for new fiscal year; annual review of library director
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Mission Statement

The mission of the Stamford Village Library is to serve as a community center for lifelong
learning, with free and equal access to a broad range of ideas and information through traditional
and emerging resources to meet the intellectual, recreational, and cultural needs of area residents
in a professional and friendly manner.

Approved September 18, 2008

Long-range Goals

Maintain traditional resources
• Expand and improve the collection
• Refine the collection to meet the changing needs of library users

Expand basic services to include new technologies 
• Expand computer use, especially in research and genealogy
• Expand and refine use of DVD and CD collections

Make automation work for the library
• Work to improve the interface between Four County and the library
• Use automation IT to improve the selection of traditional and new technologies

Expand use of the library
• Publicize existing and evolving programs
• Promote use of the library as a community resource

Promote a professional and friendly manner
• Expand staff development activities
• Continually monitor needs of the community
• Evaluate the community’s satisfaction with the library programs
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SVL and Its Communities

Stamford Village Library is linked to its patrons, its neighbors, and several other entities. SVL
gets its basic laws from the state and its operational structure from its membership in its regional
library system. It serves the village and surrounding areas and it interacts with the school district
that owns the property it occupies.

SVL and the State
The University of the State of New York (USNY) was created in 1784. Its Education Department
and governing body—its Board of Regents—has the responsibility to oversee its educational
institutions, which includes libraries, schools, museums, historical societies, and public television
and radio.

There are 23 library systems in New York’s public library system. Laws vary for the four
types of libraries within the system: association, municipal, school district, and special legislative
district. SVL is an association library.

An association library is a private corporation established by the members of the association
and not considered a “public” library in the legal sense. It contracts with a unit of local
government to provide library service to the residents of that jurisdiction. In legal terms, this con-
tract may be written, oral, or implied; but it always exists. Though association libraries are private
not-for-profit corporations and not subject to some of the laws and restrictions of true public
libraries, they are generally supported by public funds. And while the trustees of municipal,
school district, and special district libraries are elected by the public or appointed by an elected
municipal body, most association libraries in New York appoint their own board members.

By contrast, a municipal public library is formed either by a vote of the governing body of a
municipality (village, town, city, or county) or by a public referendum to serve the residents of the
municipality. Although the board of trustees is an independent corporate entity, the library acts as
an agency of the municipal government and is subject to all the laws applicable to public institu-
tions in the state.

A school district public library is organized to serve the residents who live within the bound-
aries of a given school district. The library and the library board are independent of the school dis-
trict and the school board. The school district is responsible for the collection of taxes and for the
issuance of municipal bonds for construction on the library’s behalf. The separation of powers be-
tween local boards of education and school district library boards is detailed in Education Law
Section 260.

A special legislative district public library is created by a special act of the State Legislature
and established by a local public vote, to serve an area defined by the special legislation. Each of
these libraries is somewhat unique but all are considered “public” as far as adherence to state law.

An association library’s charter gives the library its corporate status, powers, privileges, and
duties, as defined in New York State Education Law Section 226 and other federal, state, and local
laws. (Other educational corporations get their power through a certificate of incorporation; and
universities and colleges get their authority from Education Law.) SVL was granted a provisional
charter in 1907, which was made absolute in 1910; amended in 1991; and amended again in 2010,
to clarify the designation of our service area to be the Village of Stamford. This holds us to certain
legal requirements based on a service population (based on the census) of 1,265 residents—such
as how many hours we must be open each week. The charter does not obligate any municipality to
support our efforts, financially or otherwise.
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The library is maintained solely as a public service, for the benefit and free use on equal terms
of all the people of the community. It conducts its business in public, following the Open
Meetings Law, and conforms to the Freedom of Information Law (FOIL) requirements. Each li-
brary develops its own long-range plan of service. Every library is required to file an Annual Re-
port for Public and Association Libraries with the Division of Library Development of the State
Education Department, detailing library activities and finances. Compliance with state-
established minimum standards is also reviewed in this annual report. We file our report with our
regional library system—Four County Library System (4CLS)—which then forwards it with re-
ports from each 4CLS library and its own report to the State Education Department.

SVL and Four County Library System (4CLS)
Stamford Village Library (SVL) is an association library that is part of the regional Four County
Library System (4CLS). 4CLS is one of 23 library systems in New York’s public library system
and it consists of 42 libraries and its own board of trustees. Since 1960, 4CLS has provided
consolidated services for the 42 libraries that serve communities in the four counties of Delaware,
Broome, Chenango, and Otsego—a territory of 4,000 square miles with nearly 400,000 residents;
4CLS is headquartered in Vestal, in Broome County.

4CLS has no legal authority or control over SVL or its other member libraries; membership is
voluntary. A contract between SVL and 4CLS defines specific responsibilities. The nine members
of the 4CLS board of trustees are elected for five-year terms; the laws of the State Education De-
partment and the regulations of the Commissioner of Education govern their actions.

4CLS coordinates and provides its member libraries with various services, shared programs,
and specialized resources. It provides computer automation services, which manages library oper-
ations, processes new products, tracks lending and borrowing, summarizes and ranks various
usage statistics, coordinates purchases, arranges Interlibrary loans (ILLs), provides circuits for ro-
tation of circulating videos, CDs, and large-print books, helps evaluate and select materials,
shares grant and funding information, and offers training. Some of these services are optional and
we opt into them. 4CLS sets the payment rates for each of its services.

SVL and the Village of Stamford
As a private association library, we must adhere to certain parts of the public Education Law, but
not to other parts. The public can join the association and may vote for trustees, but trustees do
not take an oath of public office nor are they beholden to the voting public. Our employees are
private employees and not subject to Civil Service Law.

Our charter, granted by New York State, designates our service area to be the Village of Stam-
ford. This holds us to certain legal requirements based on a service population of 1,265
residents—such as how many hours we must be open each week.

The charter does not obligate any municipality to support our efforts, financially or otherwise,
although we may receive appropriations from units of government and we may petition munici-
palities and/or school district taxpayers and receive public funding; but neither of these groups is
obligated—beyond community conscience—to support our public services.

In 1927, the electorate of Stamford voted its support for the library and began annual funding
of SVL. On July 15, 1975, the Village of Stamford and the Stamford Village Library formalized
this support when the mayor and the SVL president signed an agreement stipulating that the Vil-
lage would pay SVL $1,000 in fiscal year 1975–76 if SVL would agree to make its facilities and
services available without charge to all the residents of the Village and that the funds would be ap-
plied only to general uses of SVL. Further, they agreed that this agreement would remain in full
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force and effect from year to year hereafter, unless cancelled in writing by either party. The
amount of financial support increased over the years and was always honored—until 2009.

In 2009, SVL received various excuses from the Village of Stamford for the removal of sup-
port, among them that it is illegal for a municipality—the Village—to contribute to the operations
of a private association. Section 256 of the Education Law states that “In effect, an association li-
brary . . . is rendering a voluntary service to a community without consideration from the commu-
nity in return. To encourage and assist such libraries to continue to provide a desirable community
activity, the Legislature has authorized municipalities to grant money for the support of these li-
braries. Thus, State Constitution Article VIII is not violated, because the municipality is, in fact,
receiving a consideration in return for the grant of money to the free association library.” And in
fact, other municipalities continue to contribute to SVL—the Town of Stamford, the Town of Jef-
ferson, the Town of Harpersfield, as well as the Stamford Central School District.

In the 2008 4CLS annual report, SVL was ranked third in circulation among the 42 libraries in
the region, but ranked last in local government support!

SVL and the School District
The current library is the result of various independent sources and a complex amalgam of
funding and management. 

Dr. Stephen Churchill (who died 1917) left a will that included a bequest of $25,000 to erect a
building for a library on a plot of land he left for this purpose, to be managed by the board of edu-
cation. Further, Churchill’s will directed that money left in his care by the will of Martha Treadwell
(who died 1901) was also to be applied for the benefit of the school district. In 1924, the voters of
the school district voted to raise $20,000 to add to the $25,000 left by Churchill and the $5,490.59
earnings from the Treadwell fund to build a combined school library and gymnasium. The building
lot provided in the Churchill will was changed and the Dr. Churchill Memorial Building opened in
May 1925, housing a gym and a new library known as the Stamford Public Library.

According to George D. Taylor, writing in November 1957, upon school centralization, the
school inherited both the Churchill Building and the library maintenance obligation. Rather than
supporting three libraries—a new one required within the new centralized school building, one
(the Stamford Public Library) required to be housed in the Churchill Building if the school
wanted to maintain its ownership of that property, as well as the Village Library Association—the
school proposed that the Village Library Association move into the Churchill Building and take
over the library services the school had become obligated to maintain—thus merging the
Stamford Public Library (whose charter was then revoked) into the Stamford Village Library.

Taylor concluded, “It is presumed that so long as the tenancy of the library rooms is satisfac-
tory, the school authorities have a right to expect that the Village Library Association will provide
all the services implied in the school’s obligation as well as serve the community quite
completely. On the other hand, the Village Library Association charter [1907] predates all other
instruments of agreement. The association has given up none of its independence. There is no rea-
son to conclude that its present occupation of rooms in the Churchill Building identifies it in any
way with the school program, or obligates it in any way to provide accommodations for any activ-
ities of the school.”

In 1961–62, building renovations, mostly donated by Fred Murphy, added two wings and
brought the lawn up to street grade. In 2003, a generous bequest from the estate of Maud Baird to
the library made it possible for the library to expand its collection and services for the community
by using income accruing from the trust. (The relevant part of Baird’s will reads “these two
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 institutions hold said funds as trust monies, the income thereof to be used for the general purposes
of each institution.”)

Responsibility for maintaining the building that currently houses SVL and the school gymna-
sium resides with the school. It’s understood but unclear that the school would lose the building
should the library abandon the space. (The relevant part of Churchill’s will reads “to be kept and
maintained . . . under the charge and management of the Board of Education . . . upon the condi-
tion that the said building be kept and used by said district . . . for the uses and purposes aforesaid,
or in default thereof, that the same shall revert to my residuary estate herein after mentioned.”) It
has not been determined what would happen if the school district wanted to sell the building or if
SVL chose to move out to a larger space.

So the school district pays for the building’s heat and electric, shoveling walks and mowing
the grass, and janitorial service. The school also supports SVL with an annual donation, currently
$750.

May 10, 2013
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Activities and Programs

Stamford Village Library maintains a collection of books, videos, DVDs, CDs, audio books, and
other materials for patrons to borrow. It also maintains a collection of local historic documents,
some of which can be accessed electronically and other materials that can be used only within the
library.

In addition to these circulating and permanent collections, SVL subscribes to newspapers and
magazines that can be perused in the library and maintains subscription services to 4CLS rotating
libraries of DVDs, large print and audio materials, downloadable e-books, and interlibrary loans.

Computers are available for patron use and free WiFi access is available.
The library’s website at <SVLny.org> includes links describing SVL services, schedule of on-

going and special activities, recent additions to our collection, research resources, and lifelong
learning sites. Special events and other activities include book clubs, computer classes, craft
groups, lectures, films, and documentaries. Young patrons enjoy summer reading programs, con-
tests, games, story hour, and a collection of books that have earned Newbery or Caldecott awards.

July 17, 2014
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Association Membership

Stamford Village Library is an Association library, which is established and controlled by a group
of private individuals operating as an association. It is a private, 501(c)(3) not-for-profit
organization, chartered by the Board of Regents of the University of the State of New York and
governed by its Division of Library Development. Management consists of a nine-member board
of trustees, who are elected by the membership for three-year terms.

The library is maintained solely as a public service, for the benefit and free use on equal terms
of all the people of the community. The association has a policy of open meetings, so one need not
be an association member to attend any meetings of the association.

Trustees of Association libraries are not public officers and do not take an oath of office.

Regular membership

Membership in the association is available to any interested party. Association dues are $5 for
twelve months and membership is required in order to vote on any business of the association. A
list of association members is kept at the circulation desk.

Lifetime membership

Lifetime membership into the association was established at the April 2007 meeting for dues of
$100. A list of lifetime members is kept at the circulation desk.

A donation of $100 or more is considered a gift to the library unless it is accompanied by a re-
quest that it be applied to lifetime membership dues.

July 17, 2014
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Behavior in the Library

All library staff and patrons using the library have the right to feel safe.  Patrons who abuse library
privileges in any of the following ways will be banned temporarily or permanently from library
privileges depending on the severity of the infraction and at the discretion of the Library Director:
harassment of staff or patrons, inappropriate or threatening language or behavior, and repeated be-
havioral incidents. This policy includes threatening or abusive behavior toward library patrons
and staff through alternate mediums such as telephone and Internet including, but not limited to,
the library's website, email, and Facebook page.

Patrons to the library are asked to be considerate of other patrons, staff, and visitors. If a ver-
bal warning to not disturb others is issued by library staff and goes unheeded, the abuser will be
asked to leave the premises.

Patrons are asked to be considerate of library materials and equipment and are asked to be at-
tentive to any food or liquid they may have with them. Patrons will be responsible for any damage
they may cause.

Parents and guardians are responsible for supervision of their children at all times while in the
library and for instructing their children in appropriate library behavior prior to their visiting the
library on their own.

Cell phones must be turned off or put on vibrate mode. Patrons must leave the library to con-
duct phone conversations.

Animals other than registered service animals are not allowed on library premises.
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Borrowing Privileges

Borrowing

Any Four County Library System cardholder may borrow books from the library for an initial
period of three weeks and may renew them for a period of three weeks. There is no maximum
number of books that a patron may take out of the library at any one time.

Videos and DVDs may be borrowed from the library for a period of one week. Patrons may
have a maximum of five videos per family out at any one time.

New patrons
New patrons of the Stamford Village Library will be limited to borrowing three items total at a
time for the first three months. After the first three months, if all items have been returned on time
and in good condition, then the patron will be upgraded to regular patron borrowing privileges. If
at any time during the probationary period items are returned late or damaged, the probationary
period will reset.

Non-resident borrowers
Our charter defines our area of service as the Village of Stamford; but SVL seeks to be more
inclusive and counts as local patrons those people who live close enough to consider SVL their
logical local library.

Temporary library cards
A person without a permanent local address may obtain a temporary library card with a deposit of
$20.

When the temporary library card is surrendered and all materials are returned, the $20 deposit
will be refunded to that borrower. 

Library card for organizations
As a service to residents at Robinson Terrace who would like to borrow books or other library
materials, we offer a pick-up and delivery service between the library and Robinson Terrace.
Staff at the library's circulation desk can provide more details.

Interlibrary loan (ILL)
SVL offers interlibrary loan (ILL) to our patrons and obtains books that are not in our collection
mostly through Four County Library System. Interlibrary loans through the New York State
Library require payment of return postage; and this fee will be passed on to the borrower.

Procedures for interlibrary loan are available at the front desk and online at SVLny.org.
Books newly acquired by SVL—during the 30 days immediately following their entry into

our collection—are available only for local loan, to Stamford area residents holding cards issued
by SVL. After the first 30 days, ILL requests for loan to patrons of other libraries will be honored,
although local requests will be filled first, before books are released elsewhere.
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Overdue materials

All library materials are due by the close of business on the date due.

Membership discount for overdue fines
Members of the Stamford Village Library Association will receive a 50% discount on overdue
fines for materials from SVL's collection. Card must be presented to receive benefit. Lost or
damaged items, and items from other libraries, are exempt from this waiver.

Notices
Overdue notices are sent to patrons holding overdue books and materials. 

A first notice is sent the day following the due date.
A second notice goes out two weeks later, takes the form of a bill, and includes a warning that

legal action may follow. The amount billed is the replacement cost of the book plus a $5 handling
fee. The library director may reduce this amount.

Fines
The chief goal of a fine system is to get the material back, not to punish the user.

• Fines for books and audiobooks are 10 cents per day, with fines accruing only on those days
the library is open. In no case should the fine exceed the replacement cost of the book plus a
$5 handling fee.

• Fines for videos (DVD, VHS, Blu-ray, 3-D, etc.) and video kits are 25 cents per day, with
fines accruing only on those days the library is open. In no case should the fine exceed the
replacement cost of the material plus a $5 handling fee.

Trustees, like other patrons, will be charged for late returns of materials to the library’s collection.

Suspension of borrowing privileges
Borrowing privileges will be suspended when a patron:

1. has unreturned overdue books or other materials; or
2. owes fines or replacement fees of $5 or more.
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By- Laws 

Article I—Name, Background, and Purpose

This organization is known as the Stamford Village Library Association. It is defined as an
Association library in New York State Education Law Section 226. The Board of Regents of the
University of the State of New York, which oversees the library system, granted the Stamford
Village Library Association a provisional charter in 1907; this was made absolute in 1910;
amended in 1991; and amended again in 2010 to clarify the designation of the service area as the
Village of Stamford.

The Association is maintained to provide public access to library services and local history re-
sources for the benefit and free use of all the people of the community. Although the charter
delimits the required area of service, the Association counts as patrons all those people who live
close enough to consider it their logical local library. 

The library’s mission, as adopted on September 18, 2008, is to serve as a community center
for lifelong learning, with free and equal access to a broad range of ideas and information through
traditional and emerging resources to meet the intellectual, recreational, and cultural needs of area
residents in a professional and friendly manner.

Article II—Membership

Association membership is available to any person at least eighteen years old upon payment of
the designated annual dues. Annual membership is for twelve consecutive months. Lifetime
membership is also available, at a fee set by the board of trustees. A membership card or a
document acknowledging lifetime membership is issued to each member. To vote at the annual
meeting, current membership is required. Members must be present to vote. Membership is not
required to attend Association meetings.

Article III—Management

A board of trustees, consisting of nine Association members, is responsible for conducting the
business of the Stamford Village Library Association. The board has collective authority: No
trustee shall act on behalf of the board on any matter without prior approval of the board. At each
annual meeting, Association members elect three trustees, each for a three-year term.
Nominations to the board may be made by a committee formed for that purpose or by any
Association member. 

The Association’s fiscal year runs from January 1 to December 31. Immediately prior to the
organizational meeting that begins the new fiscal year’s agenda, the newly elected trustees are
seated to replace those whose terms have now expired.

When a vacancy on the board occurs for reasons other than expiration of term, the remaining
trustees vote to fill the vacancy for the remainder of the unexpired term. Trustees who fail their
obligation by not attending three consecutive regular board meetings will be considered as having
resigned, unless they are excused by a majority of the remaining trustees.

SVL Policies and Procedures Guide By-Laws— Page 025.1



Article IV—Officers of the Association

Once newly elected trustees are seated at the first regular meeting of the fiscal year, the new
board elects its four officers for one-year terms. The president is limited to three consecutive
terms; there are no term limits for other officers.

The president conducts all board meetings, appoints committees, makes assignments,
executes documents authorized by the board, and is the official spokesperson for the Association
and its board of trustees.

The vice-president performs the duties of the president in the absence of the president.
The secretary keeps a record of the Association’s annual meeting actions and records discus-

sions and actions taken at all regular and special board meetings; these minutes are distributed to
trustees for review within two weeks of the meeting to allow for prompt correction. Approval, or
emendation and approval, of minutes is voted on at the next regular board meeting. Approved
minutes are kept within the library and available for inspection in compliance with the Freedom
of Information Law (FOIL). The board may select an assistant, who need not be a trustee, to help
the secretary handle correspondence and other duties generally associated with that office.

The treasurer maintains the financial records of the Association and generates financial state-
ments for monthly distribution to the trustees, invests funds as directed by the board of trustees
and its policies, monitors income and expenses against approved budget, signs or co-signs all
checks and tracks all debits, oversees all deposits, and performs such other duties as are
associated with that office. The board may select an assistant, who need not be a trustee, to help
the treasurer in the performance of duties of the office.

Article V—Meetings

The Association’s meetings are open to the public, except for executive sessions. A quorum of a
majority of the entire board is needed to transact business at any annual, regular, or special board
meeting. In the absence of a quorum, the trustees present may discuss but may not vote to act on
Association business. With no quorum, the meeting should be rescheduled and the entire board
notified of the new date.

An annual meeting is held, when possible, immediately prior to the board’s regular meeting of
trustees in September. The main purpose of this meeting is to elect trustees to the board. The an-
nual meeting is announced through public notice placed on the library bulletin board and website
and in the legal section of a local paper ten days in advance of the meeting.

Regular board meetings are set for the current calendar year at the first meeting of the year.
The purpose of these regular meetings is to transact the business of the Association. A meeting
agenda, distributed in advance of the meeting, should include but not be limited to the following
items, covered in the sequence shown if possible: Call to order; Approval of minutes; Treasurer’s
report; Library director’s report; Communications; Committee reports: Unfinished business; New
business; Adjournment. 

Special board meetings may be called by the president or by at least one-third of the trustees.
The purpose of a special meeting must be announced at the time the meeting is scheduled.

The library director is expected to attend all regular meetings, participate in discussions and
offer professional advice, but is not a member of the board and thus not entitled to a vote on the
board. (As an Association member, the library director may vote for trustees at the annual meeting.)
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Article VI—Committees

Standing committees are appointed by the president to help conduct the business of the Associa -
tion. These committees shall consist of one or more trustees and/or Association members and may
be redefined by the president if desired and dissolved upon completion of the president’s term.

Special committees may be formed as ad hoc working groups to explore specific issues in
depth and provide specialized knowledge to the board. Special committees may be appointed by
the president or formed by one or more trustees and may include members who are not trustees or
members of the Association. The board must approve the creation and membership of these spe-
cial committees.

All committees are expected to report their progress to the trustees at each regular board meet-
ing. Committees have only advisory powers and their actions are subject to board approval unless
the board has delegated specific power to act on its behalf.

Article VII—Library Director

A qualified library director is hired by the board of trustees as the chief administrator of the
library, to manage the library’s operations and programs, collections, and personnel, on behalf of
the board and under its direction, and according to a signed contract.

The library director is responsible for administration of the library’s policies and for recom-
mending policies, procedures, and programs that improve services for patrons and employees or
that provide new or expanded services. The library director generates, maintains, and distributes
all appropriate records; contributes to the sense of community the library engenders by leadership,
through personal presence and via website; cares for library property and equipment; and devel-
ops and maintains the library’s circulating and historical collections. Further, the library director
recommends library employees, identifies their duties, and trains, supervises, and evaluates staff
and volunteers. In an emergency, the library director may appoint temporary employees.

The library director is not responsible for the operating budget except in an advisory capacity
and to help identify or code line item expenses and income. Although encouraged to speak on all
matters under discussion at board meetings, the library director does not have a vote on the board.

Article VIII—Conformity with the Internal Revenue Code

Income to the Association may not benefit any member, trustee, director, or private individual
(except that reasonable compensation may be paid for the services rendered, in compliance with
library law), and no member, trustee, or private individual shall be entitled to share in the
distribution of any of the Association’s assets on dissolution of the Association. In the event of
dissolution, all remaining assets and property of the Association shall, after necessary expenses,
be distributed to such organizations as shall qualify under Section 501(c)(3) of the Internal
Revenue Code of 1954, as amended, subject to an order of a Justice of the Supreme Court of the
State of New York.

The Association is required to file Form 990 with the IRS Section 501(c)(3). 
No part of the Association’s activities shall be involved in propaganda, or otherwise attempt to

influence  legislation or participate or intervene in any political campaign (including the publica-
tion or distribution of statements) on behalf of any candidate for public office.
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Article IX—Amendments

The by-laws may be repealed or amended by a two-thirds vote of the full board at a regular board
meeting.

Approved December 2, 2014
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Code of Ethics

In performance of their duties, all library staff and trustees should be conversant with the American
Library Association’s Code of Ethics, which was adopted by the Stamford Village Library.

Code of Ethics of the American Library Association

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

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

We significantly influence or control the selection, organization, preservation, and dissemina-
tion of information. In a political system grounded in an informed citizenry, we are members of a
profession explicitly committed to intellectual freedom and the freedom of access to information.
We have a special obligation to ensure the free flow of information and ideas to present and future
generations.

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

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

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

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

4. We recognize and respect intellectual property rights.
5. We treat co-workers and other colleagues with respect, fairness and good faith, and

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

6. We do not advance private interests at the expense of library users, colleagues, or our
employing institutions.

7. We distinguish between our personal convictions and professional duties and do not allow
our personal beliefs to interfere with fair representation of the aims of our institutions or
the provision of access to their information resources.

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

Adopted by the ALA Council June 28, 1995
Approved by Stamford Village Library November 20, 2008
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From the By-Laws, §25

Income to the Association may not benefit any member, trustee, director, or private individual
(except that reasonable compensation may be paid for the services rendered, in compliance with
library law), and no member, trustee, or private individual shall be entitled to share in the
distribution of any of the Association’s assets on dissolution of the Association. In the event of
dissolution, all remaining assets and property of the Association shall, after necessary expenses,
be distributed to such organizations as shall qualify under Section 501(c)(3) of the Internal
Revenue Code of 1954, as amended, subject to an order of a Justice of the Supreme Court of the
State of New York.

No part of the Association’s activities shall be involved in propaganda, or otherwise attempt to
influence legislation, or participate or intervene in any political campaign on behalf of any candi-
date for public office.

Approved July 17, 2014

From Conflict of Interest, §47

A conflict of interest is a situation in which an individual has competing interests or loyalties and
exploits his or her position for personal or financial gain. 

No trustee of the Stamford Village Library shall participate in any discussion or vote at a
board meeting on any matter in which he or she or a member of his or her immediate family has a
potential conflict of interest due to having significant economic involvement regarding the matter
being discussed. 

When such a situation presents itself, the trustee must announce his or her potential conflict,
disqualify him- or herself, and be excused from the meeting until discussion is over on the matter
involved. 

The presiding officer at the meeting of the Stamford Village Library board of trustees is
expected to make inquiry if such conflict appears to exist and the board member has not made it
known. Such member shall be excused from the meeting until discussion is over on the matter in-
volved.

Approved August 24, 2010

Purchase of surplus materials by staff and trustees

• Staff, except for the director, may purchase surplus items under the same conditions and
terms as the general public, since staff does not set or approve the prices of the items. The
director may purchase items after they have been offered to the staff and general public
for two weeks.

• Trustees of the library and their immediate family members are not permitted to purchase
any items other than those retired from the collection (but not from the historical
collection) at the library’s public book sale.

Approved February 15, 2012
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From the Financial Investment Strategy, §75

It is the policy of the Stamford Village Library to avoid conflicts of interest in its operation and in
the selection of investment managers or funds. Therefore, administrative officers, trustees, or
members of the financial committee shall disclose any relationship with any manager or in any
fund being considered. Similarly, the independent consultant shall have no financial relationship
with any manager of the fund serving the fund.

Approved September 16, 2010

From Harassment, §100

Purpose: To ensure that all employees can work in an environment free from conduct that can be
considered harassing, coercive, or disruptive, the Stamford Village Library has developed a
policy against sexual harassment. The policy applies to the actions of all staff, clients, vendors,
and any other persons who come in contact with the library’s employees.

Confidentiality: Any allegation of sexual harassment brought to the library director’s or trustee’s
attention will be promptly investigated in a confidential manner so as to protect the privacy of the
persons involved. Confidentiality will be maintained throughout the investigation.

Protection against retaliation: The library will not tolerate retaliation against an employee who
makes a report of sexual harassment. Retaliation is a serious violation of this sexual harassment
policy and should be reported immediately. Anyone found to have retaliated against another will
be subject to the same disciplinary action provided for sexual harassments offenders.

Approved November 20, 2008

FromWhistleblowing, §180

Purpose: It is the intent of the Stamford Village Library to adhere to all laws and regulations that
apply to the organization. The underlying purpose of this policy is to support the library’s goal of
legal compliance. The support of all employees and trustees is necessary to achieve compliance
with various laws and regulations.

Confidentiality: If any employee or trustee reasonably believes that some policy, practice, or ac-
tivity of the Stamford Village Library is in violation of the law, a written complaint must be filed
by that employee or trustee with the library board president. The Stamford Village Library board
may involve legal counsel or other outside counsel in such investigation in order to maintain, to
the extent possible, attorney-client, work product and other legal privilege with respect to any
documents or other materials received or prepared in connection with the investigation of any
complaint.

All persons aware of suspected misconduct should not discuss the matter with outside coun-
sel, the media, or any other persons except as directed by the board or legal counsel.

All parties should use reasonable care to avoid baseless allegations that are made with reck-
less disregard for their truth or falsity. People making such false allegations may be subject to dis-
ciplinary action and/or legal claims by individuals accused of such conduct.
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Protection against retaliation: An employee or trustee is protected from retaliation if the
employee or trustee brings the alleged unlawful activity, policy, or practice to the attention of the
Stamford Village Library board president and provides the Stamford Village Library with a rea-
sonable opportunity to investigate and correct the alleged unlawful activity. The protection
described below is only available to employees and trustees who comply with this requirement.

The Stamford Village Library will not retaliate against any employee or trustee who, in good
faith, has made a protest or raised a complaint against some practice of the Stamford Village Li-
brary on the basis of a reasonable belief that the practice is in violation of law or a clear counter-
mandate of library policy.

The Stamford Village Library will not retaliate against any employee or trustee who discloses,
or threatens to disclose, to the library board president any activity, policy or practice of the Stam-
ford Village Library that the employee or trustee reasonably believes is in violation of a law, or a
rule, or regulation mandated pursuant to law.

Approved  February 15, 2012
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Collection Development

The collection of the Stamford Village Library includes books and media of all types circulated
for use by the community. While community interests should be taken into account, selection
shall never be made with the view of promoting any particular philosophy or belief to the
exclusion of others. Collection development covers the selection of materials and the
maintenance (evaluating and discarding materials) of the collection.

Selecting for the collection

Books
The following categories of books and audio books will be selected in the order listed:

1. Adult fiction and young adult fiction, with emphasis given to popular authors and genres
2. Picture books and board books for toddlers and preschoolers
3. Adult nonfiction and young adult nonfiction, with emphasis on popular areas, such as

biographies, health care, agricultural and environmental concerns, religious topics, crafts,
child care, computer topics, and self-help

4. Children’s fiction other than mentioned above
5. Nonfiction for children, preschool through grade-school age

Books winning the following awards will be a priority:
• Pulitzer Prize
• Newbery Medal
• Caldecott Award
• National Book Award

Media
The following categories of visual media will be selected in the order listed:

1. Movies based on books, especially works of recognized literary merit
2. Movies that are generally regarded as classic films
3. High-quality movies intended for children
4. Educational and nonfiction films, whether intended for children or adults
5. Approximately 10 percent of the total collection may be comprised of popular, “light”

films intended solely for entertainment. (This portion of the collection should be weeded
frequently.)

6. Movies offered to the library as donations will be reviewed by the library director prior to
inclusion in the collection, using the guidelines provided here. All copyright laws will be
strictly observed.

Visual media winning the following awards will be considered first:
• Academy Awards
• Golden Globes
• Sundance Festival

Other media
e-books, music, magazine and newspaper subscriptions
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Maintaining the Collection

Continual review of library materials is necessary as a means of maintaining an active library
collection of current interest to patrons. In the process, materials may be added, and physically
deteriorated or obsolete materials may be replaced or removed, in accordance with the collection
maintenance policy and the needs of the community. Continuing evaluation is closely related to
the library’s goals and responsibilities and is a valuable tool of collection development.

This procedure is not to be used as a convenient means to remove materials presumed to be
controversial or disapproved of by segments of the community.

The entire collection must be weeded often. Keep in mind the acronym CREW: Continuous
Review, Evaluation, Weeding. (The library owns a copy of the CREW Manual.) Weeding is nec-
essary to purge nonfiction that has become outdated and inaccurate, and to remove other materials
of little interest from our limited space. We cannot continue to move forward with library services
if we do not have space adequate to our needs.

To assist the library director and staff in the time-consuming task of weeding, a volunteer
Weeding Committee, flexible in number, but not exceeding five, shall make suggestions based on
quarterly revisions of a portion of the collection. In addition to weeding suggestions, the Weeding
Committee can point out any possible gaps in the collection. The library director shall be the chair
of the Weeding Committee.

See also Surplus Materials.

Approved August 24, 2010
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Compensation

Policy to include

procedures to review and approve by independent people,
comparability data, and 
contemporaneous substantiation of the deliberation and decision process for key employees. 

IRS 990, pt. VI, Sec B, Line 15
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Complaints 

Complaints about library materials

Free access to information is the cornerstone of the American public library. Every person has the
right to read, or not read, any book. The responsibility for children’s reading falls to the parents,
not the library. 

The library has a clearly defined materials selection policy (Collection Development). Com-
plaints about the selection policy should be directed to the library director. 

Complaints about other issues

All complaints and suggestions about other library issues—facilities, hours, resources, programs,
staff—should be brought to the attention of the library director or a staff member. If the issue is
not of an urgent or emergency nature, leave your written comment or complaint at the front desk.
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Conflict of Interest 

A conflict of interest is a situation in which an individual has competing interests or loyalties and
exploits his or her position for personal or financial gain. 

No trustee of the Stamford Village Library shall participate in any discussion or vote at a
board meeting on any matter in which he or she or a member of his or her immediate family has a
potential conflict of interest due to having significant economic involvement regarding the matter
being discussed. 

When such a situation presents itself, the trustee must announce his or her potential conflict,
disqualify him- or herself, and be excused from the meeting until discussion is over on the matter
involved. 

The presiding officer at the meeting of the Stamford Village Library board of trustees is expected
to make inquiry if such conflict appears to exist and the board member has not made it known. Such
member shall be excused from the meeting until discussion is over on the matter involved.

See also Code of Ethics.

Approved August 24, 2010
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Disaster Plan

Emergency Phone Numbers:

Fire: 911

Ambulance 911

Police 911

Fire

In the case of any fire, immediately call 911 and then clear the building. Do not panic, but do not
underestimate the potential danger to patrons or staff represented by a fire. At the first indication of
smoke or flame, investigate the situation to determine location and extent of the fire. If the fire can
obviously be contained and extinguished quickly and safely by staff, proceed to do so.

The time to think about fires is before they happen. Familiarize yourself with the type, location,
and application of the fire extinguishers in the building. Orient all staff and volunteers to this infor-
mation. If you share a building with another agency and it occasionally initiates fire drills, library
staff should respect those training exercises and respond as they would in the case of a real fire.

Health emergencies

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

Delaware County EMS (911) should be called immediately in the event of any serious
problem.

No medication, including aspirin, should ever be dispensed to the public.

Bomb threats

Keep the caller on the line as long as possible. Ask the caller to repeat the message and try to
write down every word spoken by the person.
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If the caller does not indicate the location of the bomb or the time of possible detonation, ASK
FOR THIS INFORMATION. 

Pay particular attention to peculiar background noises such as motors running, background
music and any other sounds which may indicate the location from which the call is originating.
Keep notes regarding your conversation.

Listen closely to the voice (male, female), voice quality (calm, excited), accents and speech
impediments. Again, keep notes.

Immediately after the caller hangs up, call the police. Clear the building. The police will han-
dle the actual bomb search.

Snow storms

The library usually follows the recommendation and actions of the village during its regular
business hours. Closing during other days and hours will be at the discretion of the library
director.

Approved November 5, 2007
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Donations

Donations to the library

Donations of cash
The library is grateful for all monetary gifts, which help fund activities, programs, and special
additions to the collection.

The library maintains a donation jar at the front desk, at its table at the annual Scarecrow Fes-
tival, and at its sale table at the Flag Day parade.

Donations of books and other like materials
Many books and other like materials offered to the library are not appropriate additions to the
collection, often because they are outdated or of insufficient interest to be allotted space under
our severe space constraints. The library will gladly consider such items, but will depend on the
library director’s decision on whether to add such materials to the collection. Materials not
accepted for the collection will be offered back to the donor, added to the free book exchange, or
will be otherwise disposed of.

Donations of non-collection materials
Because of space limitations and priorities, not all items offered to the library can be accepted.
The library director may recommend adding fixtures, equipment, decorations, and other non-
collection items, with trustees able to override such recommendation. 

Donations from the library

Donations of library funds

Donations of surplus library material
Books and other like material deemed by the library director no longer appropriate for the
collection will be disposed of through the library’s regular book sales or by online auction.

See Surplus Materials policy.

Donations of free books
Books donated to the library’s free book exchange are available to patrons for free. Members of
the community may drop off a book they don’t want or take a book they want to read. 

Approved November 19, 2009
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Electronic Resources

Computer use

The Stamford Village Library has computers available for public use. Any person may have
access to the public computers.

Anyone wishing to use a computer must sign in. Each user is limited to one 30-minute period
per day if others are waiting for access. If there is no waiting list, the user may continue until the
computer is needed by another patron.

Computers may not be reserved. Anyone wishing to use a computer may choose to sign in and
wait in the library for a computer to become free. Anyone leaving forfeits a place in the queue
should another person wish to use a computer when one becomes available.

Internet access and filtering
The American Library Association Bill of Rights opposes all attempts to restrict access to library
services, materials, and facilities based on the age of library users. The American Library Assoc -
iation Code of Ethics supports equitable service policies and equitable access to all library users.

Trustees reviewed the issue of filtering on the library’s Internet-accessible computers and
strongly agreed with ALA’s policy of not limiting public access by age or in any other discrimina-
tory way. They recommended that printed posters be displayed that remind Internet users of the
potential dangers of social networking. (Bookmarks with reminders are available in the library for
patrons.) This position is based on both the rejection of censorship and on the belief that education
is preferred to filtering.

The Handbook for Library Trustees of New York State (p. 46), states that “Free access to infor-
mation is the cornerstone of the American public library and trustees must ensure that their
libraries have policies and procedures that prevent any form of censorship. Every person has the
right to read, or not to read, any book. The responsibility for children’s reading falls to parents,
not the library.”

The American Library Association (ALA) does not recommend filtering technology that
blocks access to information that is legal and useful. Additionally, ALA is concerned that the use
of filters may give parents a false sense that their children are protected when this is not the case.
Instead, ALA “believes that filters do not protect children, education does. The National Research
Council made an apt comparison. . . . ‘Swimming pools can be dangerous for children. To protect
them, one can install locks, put up fences, and deploy pool alarms. All these measures are helpful,
but by far the most important thing that one can do for one’s children is to teach them to swim.’”

Instead of filtering, the trustees proposed that reminders be posted near the computers with In-
ternet access that users protect themselves when engaging in social networking via the Internet. 

Information age participation
According to the April 2001 minutes, the board “adopted the Regents’ Plan from the New York
Libraries brochure of ten recommendations on how libraries provide ‘the essential pathway for
participation in the Information Age.’”  
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Other electronic devices

Fax machine
For sending domestic faxes, the cover sheet is free, the first page is $1.50 and the rest are $1 each.
For sending international faxes, the fee is the actual cost.

Copy machine and printouts
The library charges 15 cents for a single black-and-white page and 25 cents for a color page. A
double-sided page is considered two pages. This pertains to making copies from the library’s
collection and for printouts from the computers available to the public.

Revised February 15, 2012
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Facilities

Hours and days of operation

The Stamford Village Library is open every day but Sunday, with hours varying to include some
mornings, afternoons, and evenings to accommodate as many patrons as possible. Our WiFi
service, which can be accessed outside the perimeter of the library building as well as inside, is
available 24/7, as is our website (http://SVLny.org).

During snowstorms and other emergencies, the library usually follows the recommendation
and actions of the village, but it may also be closed at the discretion of the library director.

Based on the population of SVL’s chartered area, the library is required to be open a minimum
of 24 hours a week.

Home-schooled students and their mentors tend to meet one afternoon a week at the library.

Use of exhibits and display space
SVL recognizes its role in promoting awareness of events of general interest in the community.
To this end, notices and flyers announcing events and programs sponsored by noncommercial
groups may be displayed in the library at the discretion of the library director. Due to space
limitations, it is not possible to display notices advertising local businesses, items for sale, and so
forth, and no such notices will be permitted. An exception may be made, however, in the case of a
sale or event that will benefit a community organization.

Public notices advising area voters of upcoming elections may be posted, but in no case will
anything endorsing any particular candidate or political party be displayed in the library. All no-
tices and flyers must be approved by the library director or the library assistant to ensure that no-
tices and flyers comply with library policy. Anything posted without administrative approval will
be subject to removal.

Use of meeting rooms
The library recognizes its role in providing meeting space to the community whenever possible,
on an equitable basis and regardless of the beliefs or affiliations of the individuals or groups
involved. Requests for approval must be made to the library director in advance of such activities.

Non-resident use
Our charter defines our area of service as the Village of Stamford; but SVL seeks to be more
inclusive and counts as local patrons those people who live close enough to consider SVL their
logical local library. Whenever possible, SVL extends its courtesy to such neighbors.

Approved July 17, 2014
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Financial Audits

Financial Auditing

The purpose of financial auditing is (A) to assure that the financial management and controls are
functioning properly and (B) to certify the accuracy of the library’s financial statements.

Financial management and controls
Responsibility for incoming money and for deposits rests with the library director and
responsibility for disbursements and for bookkeeping rests with the treasurer. Responsibilities
have been defined this way because of the director’s frequent presence at the library.

The board has adopted a $2,000 limit for all checks signed only by the treasurer; checks over
this amount require the signatures of both the treasurer and another trustee of the board.

The library’s insurance policy bonds all employees and volunteers for $15,000. The library
will retain the cost of bonding as part of the library’s insurance package.

The library benefits from gifts of various kinds—grants, general monetary donations, items of
historical or artistic value. A record will be kept of such gifts.

The library enters into various agreements and makes commitments within the context of
grant applications. The library director will keep a record of all such agreements and
commitments made, with a final report to the board upon completion of each.

[The committee requests a log of specific grant commitments and the due date along with the
date of completion for each, in addition to any follow-up required by the grantor.]

Financial statements and account review
Year-to-date actual-versus-budget profit-and-loss statements are distributed to trustees at each
regular board meeting and are kept on file in the library. Definitions of line items appear in this
SVL Policies and Procedures Guide.

Our investment accounts provide quarterly statements, which are shared with the trustees and
kept on file in the library.

In lieu of a single annual review of the financial health of the association, a system of ongoing
review will be established. Throughout the year, some of the library’s suppliers will be asked to
provide a single statement to the treasurer for reconciliation of the library’s accounts. Such a state-
ment could be compared with the treasurer’s balance for that supplier and verify accuracy in a
timely manner, resolve any misapplied amounts, and eliminate the need to review twelve months
of an account at the end of the year. For major suppliers (including Amazon, Baker and Taylor,
and Four County), quarterly statements of our account could be requested.

The furnished statements will be shared with the audit committee and would constitute a
major part of the board’s financial oversight function.

[Once a list of regular suppliers (including AT&T, Ace, Staples, ABC Audiobooks, and Utica
National Insurance) and their contact information is provided, letters should be sent out request-
ing current statements of our accounts with those suppliers.]

Approved May 15, 2008
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Financial Investment Strategy

Statement of Investment Objectives, Goals and Policy Guidelines

Philosophy
The purpose of this investment policy statement is to establish a clear understanding of the
investment policy, guidelines and objectives for the Stamford Village Library. The Board of
Trustees intend this investment plan to be sufficiently specific yet flexible enough to add value
and minimize the risk for the fund and for those who will benefit from these assets.

Investment Objectives
The investment goal of this portfolio is to attain income to support programs beneficial to the
Stamford Village Library. Careful management of the assets may be achieved by attaining a
weighted average total return in line with market indices to provide a dependable source of
support for current operations and programs. The primary objective is to achieve an overall return
through long-term growth of capital, as well as long term growth of income, so that the total
return will offset the impact of inflation and thus maintain income level from the portfolio.

Investment Policy
Since the selection and weighting of asset classes is the primary determinant of investment return
and volatility, asset choice will be carefully considered in accordance with a systematic allocation
process derived from consultation with its advisers. Approved asset classes and policy target
ranges are noted below:

Without Alternative Investments
Target Allocations Index Benchmarks

Total equity 50–80% custom
Domestic Large Cap Growth & Value 40–70% S & P 500
Domestic Mid/Small Growth & Value 30–50% Russell Midcap
International Equity 5–20% MSCI EAFE
Total Fixed Income (domestic/international) 20–50%
Cash Equivalents & Short Term 0–20%

Permitted Investments

Equities
The target for the actual mix will be reviewed annually in conjunction with investment advisers
(i.e., Tompkins Trust and Wells Fargo), or more frequently as necessary. As part of this process, a
rebalancing procedure within the policy framework of the adopted asset allocation model has
been established. The portfolio should not have 5% or more in any one individual equity or 15%
in any one fund unless expressly granted by the trustees. Exposures to equities may be in the
range approximately 50–80%, and bonds with an A rating or better, at the time of purchase in a
range of 20–50%.

Fixed Income
The fixed income securities shall be investment grade at the time of purchase, as rated by
Moody’s Investor’s Service or Standard & Poor’s Corporation. The fixed income segment of the



portfolio shall be broadly diversified in terms of market sectors, and shall not have more than 5%
of the portfolio invested in any one issue, other than U.S. Government issues.

Cash and Cash Equivalents
Cash or cash equivalents are defined as instruments which can be turned into U.S. dominated
currency in five (5) business days or less. These instruments shall be rated by Moody’s Investor
Service of Standard & Poor’s Corporation with a short term rating of A-1/P-1 or better, and shall
remain within the range of 0–20%.

Investment Prohibitions

No funds or assets subject to investment shall, at any time, be invested in any of the following
securities or investments unless specifically approved by the trustees.

1. Real estate or commodities
2. Precious metals, ore, or other tangible personal property
3. Derivative instruments, except to reduce risk, or as cost-effective substitutes for

underlying securities (as long as the performance characteristics of the derivatives are
identical to the securities they are replacing). Derivatives shall not be used to leverage the
investable assets of the portfolio, unless specifically approved by the trustees.

Reporting Requirements

Portfolio performance reports should be provided to the Stamford Village Library on a quarterly
basis. Where separate account management is utilized, reports should enumerate assets
transactions including purchase price and yield, and end-of-period portfolio holdings. Where
pooled management is utilized, reports normally provided to all pool participants shall be
submitted.

Conflict of Interest

It is the policy of the Stamford Village Library to avoid conflicts of interest in its operation and in
the selection of investment managers or funds. Therefore, administrative officers and library
trustees shall disclose any relationship with any manager or in any fund being considered.
Similarly, the independent consultant shall have no financial relationship with any manager of the
fund serving the fund.

Approved September 16, 2010
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Financial Line Item Definitions: Income

Operation fees and services

• Book replacement income—Fees collected
when books are lost and need replacing

• Book sales—Funds received from book sales
• Copier—Fees collected for copying
• Fax income—Fees collected for sending a fax
• Fines—Late book fees
• Four County Library System—Funds

provided by the Four County Library System
programs

• Library association dues—Dues paid by
library members

• Operations income—Funds of income to keep
the operations flowing

• Replacement card income—Funds received
when a replacement library card is ordered

Grants, gifts, contributions

• Donations/Gifts/Unrestricted—Donations to
the library as gifts or contributions

• Gates Foundation Grant—Funds received
through the Gates Foundation

• Legacies and Bequests—Funds left to the
library through a deceased’s will, usually with
restrictions attached

• NY Senate Grant—Funds received from the
NY Senate Grant

• O’Connor Foundation—Funds received
through the O’Connor Foundation

• Restricted—Funds left to the library with
restriction

• Robinson Broadhurst Grant—Funds received
from a Robinson Broadhurst Grant

• Stamford Central School—Funds received
from Stamford Central School

• Town of Harpersfield—Funds received from
the Town of Harpersfield

• Town of Jefferson—Funds received from the
Town of Jefferson

• Town of Stamford—Funds received from the
Town of Stamford

• Village of Stamford—Funds received from the
Village of Stamford

Fund-raising

• Annual mailing—Funds received through
mailing campaigns

• Other fund-raising—Funds received from
other than the annual mailing campaign

Miscellaneous income

Other means of income for the library
• Investment income—Income received as a

result of investments
1. Interest income—Interest received
2. Wells Fargo—Income received from

investments held by Wells Fargo 
3. Tompkins Investment Service—Income

received from investments held by
Tompkins Investment Service

4. Investment income—Other
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Financial Line Item Definitions: Expense

Operation expense 

• Accounting/Bookkeeping—Accounting
services provided to the library

• Automation—Expense incurred in
automation of library

• Building maintenance—Costs of
maintaining library building

• Four County fees—Fees incurred for Four
County Library services (book loans, etc.)

• Insurance—Expense for insurance coverage
of building and contents

• Library equipment–furniture—Furniture
and equipment purchased through
refurbishing of library

• Mileage—Expenses incurred when
traveling on library business (for
conference, etc.)

• Miscellaneous expenses
• Office supplies—Supplies needed for the

everyday operations of the library
• Operation Expense—Other
• Postage—Mailing expenses for day-to-day

operations (bills, etc.)
• Telephone—Telephone charges
• Treasurer software—Software expense for

treasurer to complete payroll and
accounting of expenses and income

Acquisition expense

• Books/Nonprint–Robinson Broadhurst—
Purchase of books or materials through
Robinson Broadhurst grant funds

• CD & cassette cases—Purchase of supplies
for CD and cassette use

• Gates/O’Connor acquisition—Expenses
incurred for purchase of equipment through
grants (computers, etc)

• AV equipment–Robinson Broadhurst—
Purchases through grants received from
Robinson Broadhurst

• Magazines—Cost of magazine
subscriptions

Program expense

• Great Books—Expenses incurred through
the Great Books program

• Other programs—Programs run through the
library not specifically mentioned elsewhere

• Summer Reading—Expenses relating to the
Summer Reading Program

Fund-raising expense

• Fund-raising supplies—Postage, paper,
envelopes needed for fund-raising

• Publicity—Expense incurred in promoting
library activities

Payroll expenses

(expenses mandatory when paying employees
of the library)

• Director wages
• FICA expenses
• Librarian wages
• Library assistant wages
• Library clerk wages
• NY state disability
• NY unemployment expenses
• Other
• Summer program staff
• Workers compensation insurance



Financial Records

Copies of the annual operating budgets, annual audits, and bimonthly profit and loss reports will
be maintained in a secured binder at the Stamford Village Library.
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Four County Library System

304 Clubhouse Road
Vestal, New York 13850

Phone 607.723.8236 • Fax 607.723.1722
Hours: Monday–Friday, 8am– 4:30pm

http://www.4cls.org

Stamford Village Library is a voluntary member of the Four County Library System (4CLS),
which includes libraries in Broome, Chenango, Delaware, and Otsego counties. It is one of 23 pub-
lic library systems across New York State that helps libraries better serve their communities. 4CLS
has 42 member libraries. 4CLS is a 501 (c)(3) nonprofit organization that was founded in 1960
under the Education laws of New York State and chartered by the Board of Regents. 4CLS has no
legal authority or control over Stamford Village Library. A contract defines specific responsibilities.

The purpose of 4CLS is to provide centralized record keeping and purchasing facilities, to cat-
alog all books made available through the system, to advise on purchases, to provide for rotating
collections (called Circuits), to reimburse the library for lending materials through interlibrary
loans, and to offer training, advocacy, marketing, development, and outreach to rural and
unserved residents. 4CLS also enables us to purchase new computer equipment and installation
services through it. 

In return, Stamford Village Library pays 4CLS for some services and makes its materials
available to others within the four-county system. Fees are determined by a complex formula
based on library budget and expenditures for books, binding, and periodicals.

The backbone of Four County’s automation system combines features that appeal to many li-
braries and makes information easily accessible to individual libraries. Examples include data for
the annual report to the state; daily, weekly and monthly circulation statistics; and even hour-by-
hour library usage breakdowns. Reports and presentations can be created and comparisons with
other 4CLS member libraries can be made.



Fund-raising

The library raises money to maintain and expand its collections, to support regular and special
programs and activities, and to pay for operating and payroll expenses.

It raises money through Association dues, fees collected for services, grants, donations, con-
tributions, investments, book and plant sales, and miscellaneous sources of income.

The library usually conducts two fund-raising drives a year—a letter-writing campaign in
February and another for new members in the fall before the annual meeting.
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Harassment

Purpose: To ensure that all employees can work in an environment free from conduct that can be
considered harassing, coercive, or disruptive, Stamford Village Library has developed a policy
against sexual harassment. The policy applies to the actions of all staff, clients, vendors, and any
other persons who come in contact with the library’s employees.

Confidentiality: Any allegation of sexual harassment brought to the library director’s or trustee’s
attention will be promptly investigated in a confidential manner so as to protect the privacy of the
persons involved. Confidentiality will be maintained throughout the investigation.

Protection against retaliation: The library will not tolerate retaliation against an employee who
makes a report of sexual harassment. Retaliation is a serious violation of this sexual harassment
policy and should be reported immediately. Anyone found to have retaliated against another will
be subject to the same disciplinary action provided for sexual harassments offenders.

Defining sexual harassment

Sexual harassment is a form of sex discrimination. It can take the form of conduct aimed at
extracting sexual favors on a “quid pro quo” (this for that) basis for employment, advancement,
or some other tangible benefit; or it can interfere with an individual’s work performance by
creating an intimidating, hostile, or offensive work environment. Sexual harassment can be
created by supervisors, co-workers, or non-employees (such as vendors and patrons).

Sexual harassment can be verbal, nonverbal, or physical.
• Verbal includes, but is not limited to, sexual innuendo, suggestive comments, insults, threats,

jokes about gender-specific traits, and sexual propositions.
• Nonverbal includes, but is not limited to, making suggestive or insulting noises, leering,

whistling, and making obscene gestures.
• Physical includes, but is not limited to, touching, pinching, brushing the body, or coercing

sexual intercourse.

Reporting a complaint

Stamford Village Library encourages employees who believe that they are being harassed to
firmly and promptly notify the offender that his or her behavior is unwelcome. However, the
library recognizes that this confrontation may not be possible. If such informal, direct communi -
cation between individuals is either ineffective or impossible, the following steps should be taken:

1. Notify appropriate staff: Individuals who believe that they have been sexually harassed
should report the incident to the library director or a library trustee.

2. Describe the misconduct: An accurate account of objectionable behavior or misconduct
is needed to resolve a formal complaint of sexual harassment. Verbal complaints should
be put in writing and signed.

3. Report promptly: Prompt reporting of complaints is encouraged so that rapid response
and appropriate actions may be taken.
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Investigating the complaint

The investigation process includes all of the following.
• Ascertain all facts that explain what happened.
• Determine frequency and type of alleged harassment and, if possible, dates and locations.
• Determine if there were witnesses.
• Ask the individual how he or she responded to the alleged harassment.
• Determine the professional relationship and amount of interaction between the alleged

harasser and the complainant.
• Determine whether the alleged harasser has carried out any threats or promises directed at

the complainant.
• Ask the complainant what action he or she would like the library to take.

Resolving the complaint

Upon completion of the investigation, the library will communicate the findings and intended
actions to the complainant and alleged harasser. If it is found that harassment has occurred, the
harasser will be subject to appropriate disciplinary action as listed below.

Sanctions
• Appropriate sanctions will be determined by the board of trustees.
• Individuals found to have engaged in sexual harassment will be disciplined, up to and

including discharge. Sanctions may include referral to counseling, reassignment, temporary
suspension without pay, or termination.

• Although the library’s ability to discipline a non-employee is limited, the harasser may be
banned from the library.

False accusations
If an investigation resulted in finding that the complainant falsely accused another of sexual
harassment knowingly or in a malicious manner, the complainant will be subject to appropriate
sanctions, including the possibility of termination.

Appeals process
If either party directly involved in a sexual harassment investigation is dissatisfied with the
outcome or resolution, that individual may appeal the decision by way of written comments
submitted in a timely manner to the library director or board of trustees.

Maintaining a written record
The library shall maintain a written record of each complaint and how it was resolved. Written
records shall be maintained in a confidential manner in the library office. These records shall be
kept for five years from the date of resolution.

Approved  November 20, 2008
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History of Stamford Village Library

T. M. Bradshaw

On October 22, 2007, the Stamford Village Library celebrated its Centennial. If you’re thinking,
“Wait a minute . . . I seem to remember hearing something about this a long time ago,” you’re
right, the library recognized a 100th anniversary in June of 1972. Two other dates qualify as
centennials also—2026 and 2046.  How can this be?

“Dr. Churchill Memorial” is carved in stone over the entrance, so the library must have been
founded by the man who did so much to encourage the tourist industry in Stamford, Dr. Stephen
Churchill, right? Well, no . . . and yes. The Stamford Village Library has numerous ancestors in
terms of buildings, organizational entities, and human founders. It’s those human founders we cel-
ebrate, for although they were separated by decades, they shared a great idea and common goal:
the people of this community should have a library. 

Dr. Churchill was, in effect, the recipient of the first library in Stamford. In 1871, Stephen
Churchill was not yet a doctor; he was the principal and owner of the Stamford Seminary, a board-
ing school on Main Street. Samuel Judson, a local merchant and uncle of E. Z. C. Judson (author
Ned Buntline), left $1,500 to be matched by the Stamford community to create a library for the
Stamford Seminary. The private ownership of the Seminary proved to be a problem in receiving
this legacy, so the Judson Circulating Library Association was formed. The matching funds were
raised, with difficulty, by a committee that included E. Z. C. Judson, and the library, located in the
Stamford Seminary, was opened on June 28, 1872. Annual membership was $2 for an individual,
$3 for a family. The Judson library was soon moved to another location at the west end of Main
Street, and then later, back into the Stamford Seminary, which had been relocated to Academy
Street. 

In October 1907, the Women’s Village Improvement Association elected trustees for a new
library association: Mrs. C. Becker, Mrs. E. C. Hanford, Mrs. E. W. Gallup, Mrs. A. W. Terry,
Mrs. Wm. Beckly, Mrs. C. L. Andrus, Miss Campbell, Miss Nathan, and Miss Hodge. This new
Stamford Village Library was one of the first incorporated under a state law allowing the
establishment of a second library in a town where a school library already existed. The new
library started with $100 pledged by the Women’s Village Improvement Association, $100 from
the state, and $200 in other donations. This Stamford Village Library was located at what is now
132 West Main Street, the building west of the Peachtree. A fifty-cent fee entitled one to member-
ship in both the Women’s Village Improvement Association and the new library association.

In 1914, the Stamford Village Library moved to the corner of Main and Roosevelt. A report
dated July 1, 1914 showed a total of 2,395 volumes owned and 8,127 volumes loaned during the
year. 

In 1917, Dr. Churchill left $25,000 to build a library and gymnasium on his property for the
use of the Stamford Seminary and Union Free School, in the event that the project, for which he
had already commissioned plans, was not completed in his lifetime. He also directed that the
building be used for “historical and civic purposes.” Dr. Churchill’s will stated that “said building
be kept and used by said district, and maintained in a proper and suitable manner for the uses and
purposes aforesaid” or the property would revert to “my residuary estate.”

In 1924, construction began on the new library/gymnasium building. An appropriation from
the Stamford Seminary and Union Free School District increased the funds available for this 
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 project and a $45,000 build-
ing was erected. In the current
location of the librarians’
desks, there was a broad stair-
case leading down into the
gymnasium; doors on either
side of the stairs opened onto
a balcony overlooking the
gym. Those stairs were later
removed.

In 1926, the new building
opened under a new operating
association, the Stamford
Public Library, formed
because the school board had

voted to open it to the public. The subheading of a  newspaper account of October 6, 1926 states
that “Rare Volumes in Col. Judson Library Included.” The clipping is incomplete, so it is impossi-
ble to know if the author was incorrect in referring to volumes from the Judson Circulating
Library, or, if by 1926, the public in general had begun to associate the library with the wrong
Judson, due to Buntline’s notoriety, or if, in fact, volumes from Buntline’s personal library had
been incorporated into the school library bequeathed by his uncle to the Stamford Seminary. 

In 1946, the Village Library moved from its quarters on Main and Roosevelt into the Churchill
Memorial building. If that had not happened, Stamford would have had three libraries, because
the State Department of Education required the new Central School to have a library on the prem-
ises, and Dr. Churchill’s will required that a library be maintained in the Churchill Memorial
building. 

So this library is all of those libraries.

In 1961 and 1962, renovations costing about $120,000, mostly donated by Fred Murphy, added
wings and brought the lawn up to street grade. The west wing was fitted out as a music room with
a large selection of records and listening equipment. In addition to classical music, spoken word
recordings of plays and poetry were available. These recordings had to stay in the music room. A
collection of circulating recordings was added in 1964. 

In 1963, the Historical room was opened for research, making available geneologies, photo-
graphs, the Eugene Bouton papers, and back issues of the Bloomville Mirror and Stamford Mir-
ror-Recorder. An ongoing project at the library is the identification of photographs and scanning
of archives to make the historical collection available online. 

A very generous bequest from the estate of Maud Baird in 2003 continues the pattern of sup-
port that has provided for Stamford’s libraries since 1872—endowments by farsighted individuals
to ensure the future in conjunction with the day-to-day encouragement and support of an
interested and involved community.

Thank you all.

Some books that were in the Judson Circulating Library:
The Descent of Man, by Charles Darwin
Cartier to Frontenac, by Justin Winsor
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Stamford Village Library prior to the renovations of 1961–1962.



Rise and Fall of the Stone Period in America, by Henry Wilson
The French War and the Revolution, by William M. Sloane
Three Episodes of Massachusetts History, by Charles F. Adams
General Lee, by Fitzhugh Lee
Life and Letters of Henry Wadsworth Longfellow, by Samuel Longfellow
A Short History of the English Colonies in America, 

by Henry C. Lodge
Alexander Hamilton, by Henry C. Lodge
Admiral Farragut, by Capt. A. T. Mahan
Victorian Poets, by Edmund C. Stedman
Diplomatic History of the Civil War, by William H. Seward
Every Day English, by Richard Grant White
Crobb’s English Synonyms
Proctor’s Light Science for Leisure Hours
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Intellectual Freedom

The first amendment to the United States Constitution guarantees freedom of speech and the
courts have long held that this guarantee extends to the right to receive information freely. Free
access to information is the cornerstone of the American public library and trustees must ensure
that their libraries have policies and procedures that prevent any form of censorship. Every
person has the right to read, or not to read, any book. The responsibility for children's reading
falls to parents, not the library.

The American Library Association’s Bill of Rights enumerates these rights.

American Library Association’s Bill of Rights

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

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

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

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

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

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

VI. 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.

Adopted June 18, 1948.
Amended February 2, 1961; June 28, 1967; and January 23, 1980,
inclusion of “age” reaffirmed January 23, 1996, by the ALA Council.

Approved by Stamford Village Library November 19, 2009
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Job Description

President

Overview

The president of the board of trustees is the chief executive officer for the Stamford Village
Library Association and is responsible for assuring that the overall mission as expressed in the
mission statement and goals and objectives are planned and accomplished.

Duties

Leadership of the board of trustees: The president prepares agenda, schedules, and presides
over meetings of the board of trustees; makes committee assignments and assigns responsi-
bilities to these committees; consults periodically with individual trustees on their roles to
help them manage and to assess their performance; follows up with the board of trustees to
ensure that assigned responsibilities are being met; calls special meetings of the board of
trustees as needed; ensures that all trustee positions are filled and coordinates trustee orienta-
tion; and directs board evaluations. 

Control of business operations: The president may sign, with the secretary or any other author-
ized officer of the association, agreements, resolutions, contracts, or other instruments which
the trustees have authorized to be executed; performs all duties incident to the office of presi-
dent and such other duties as may be prescribed by the trustees from time to time.

Supervision of the library operations: The president meets regularly with the director to ensure
that board resolutions are carried out, that office operations are run smoothly, and that com-
mittee assignments are being met within the library; coordinates the strategic planning
process; coordinates annual employee appraisals.

Speaker for community outreach: The president presides at all meetings of the general
membership; speaks for Stamford Village Library in the community; attends Four County
Library System and other regional meetings.

Approved March 15, 2008
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Job Description

Vice President 

Overview

The vice president of the board of trustees is an officer of the board and assists the president in
meeting the broad responsibility of assuring that the overall mission as expressed in the mission
statement and goals and objectives are planned and accomplished.

Duties

In the absence of the president (or in event of death, inability, or refusal to act): The vice presi-
dent performs the duties of the president, and when so acting, has all the powers of and is
subject to all the restrictions of the presidency; understands the responsibilities of the presi-
dent of the board of trustees and acts as president during the absence of the president.

In the presence of the president: The vice president has such other powers and performs such
other duties as may be prescribed by the president or the trustees from time to time; attends
all board of trustees meetings; works closely with the president and the board with the objec-
tive of being generally knowledgeable about the operation of the Stamford Village Library. 

Approved March 15, 2008
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Job Description

Treasurer

Overview

In addition to the duties incumbent on all members of the board of trustees, the treasurer has the
broad responsibility of ensuring that the Stamford Village Library operates in a fiscally sound and
responsible manner. As the treasurer has custody of, and is responsible for, all funds and
securities of the association, the treasurer will be bonded in an amount as may be required by a
resolution of the board. 

Duties

Financial duties: The treasurer maintains all financial records for the association; invests funds
as directed by the board of trustees; prepares and distributes bi-monthly financial statements
and other financial reports and analyses as requested by the board of trustees; prepares finan-
cial statements and submits necessary reports for grant reimbursements; prepares the annual
budget for review by the board of trustees; and participates in the annual audit of the finan-
cial records. 

Recording duties: Whereas the library director receives and gives receipts for moneys coming
into the association and arranges for the timely deposit of all checks and moneys into the
bank account of the library, the treasurer will work closely with the director to record these
items of income in the financial records of the Stamford Village Library.

Bookkeeping duties: The treasurer moves money as necessary between the library’s checking
account, savings accounts, trust companies, or other depositories as shall be selected by the
board; manages the employee payroll including federal FICA and state withholding
payments; prepares and files federal forms on schedule; and prepares and files necessary
forms for the State of New York on schedule. The bookkeeping duties may be recompensed
on the approval of the board, to either the treasurer or an independent bookkeeper.

Approved March 15, 2008
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Job Description

Secretary

Overview

The secretary of the board of trustees is the officer in charge of maintaining all records and docu-
ments relevant to the operation of the Stamford Village Library.

Duties

Recording secretary of meetings: The secretary shall attend all regular and annual meetings of
the board of trustees; prepare and distribute meeting minutes (distribution within ten days to
board members and the library director); monitor corrections to these minutes, and maintain
a complete file of these minutes in the library in one or more books provided for that
purpose. These responsibilities belong with the secretary even if unable to attend a meeting.

Registrar of association records: The secretary of the board of trustees is the officer in charge of
maintaining all copies of documents relevant to operation of the Stamford Village Library,
including (but not limited to) the mission statement, the strategic plan, financial statements,
board minutes, operating statistics, topical and chronological files of correspondence, board
roster, and board member handbooks. The secretary shall see that all notices are duly given
for board, committee, and special meetings, and public notice for the annual meeting; act as
custodian of the corporate records and keep a register of the postal, e-mail, or facsimile ad-
dresses of each member and each life member as furnished to the secretary by such member;
and have general charge of the membership books of the association.

Other assignments: The secretary prepares correspondence relative to library operations; coor-
dinates preparation of the annual report and revisions to the board of trustees handbook; per-
forms all duties incident to the office of secretary; and carries out such other duties as from
time to time may be assigned by the president or by the trustees. 

Approved March 15, 2008
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Job Description

Committee Chairs

Overview

Each trustee participates in one or more of three committees, and in this way participates in the
total management of the library. Each committee shall make a progress report to the entire board
at each of its meetings, and no committee shall have other than advisory powers unless the board
has delegated specific power to act upon its behalf.

Duties

The Management and Oversight Committee (MOC) is responsible for nominating new board
members, personnel matters, conducting an annual audit of library accounts, interpretation of
library policies, and other such oversight duties as determined by the president.

The Programs and Rules Committee (PARC) is responsible for library programming, fund-rais-
ing, and the drafting of library policies and by-laws.

The Resources and Infrastructure Committee (RIC) has financial responsibility including
budget creation, recommending and monitoring investment strategies, and acts as liaison to
the school board in regard to building and maintenance issues.

Approved March 15, 2008
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Job Description

Trustees

Overview

The trustees have the broad responsibility to both shape the mission statement of the Stamford
Village Library and to ensure that the library meets the necessary goals and objectives. 

Activities of trustees

Trustee attendance: board of trustees meetings; committee meetings, library programs,
special events, festivals, etc.

Trustee activities: review financial records; review planning documents; control library
history; contribute to committee meetings; communicate the mission, programs, and
services of the Stamford Village Library

Trustee contributions: time, effort, skills, and/or experience on one or more library
committee.

Qualifications

Communication skills: excellent written, verbal, and computer skills 
Social skills: demonstrated team player with ability to work collaboratively with diverse

partners & stakeholders; ability to develop, lead, and motivate; demonstrated management
responsibility for an organization or a significant portion of an organization; ability to recog-
nize change and manage a growing organization; cultural sensitivity with a strong commit-
ment to diversity

Work skills: ability to work independently; attention to detail, highly organized; experience with
nonprofit organizations either as staff member or as involved board member; working
knowledge of uses of computers

Creativity: visionary and creative with the ability to develop and implement long-term strategic
goals; demonstrated experience in developing sustainable programs from vision through im-
plementation and evaluation

Approved March 15, 2008
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Job Description

Library Director

Overview

The library director has overall charge of the library, and is also a major provider of professional
library services. The library director supervises other library personnel; reports to the library’s
board of trustees; and does other related work as required by the president or committee chairs.
As the library’s chief executive, the library director is responsible for Association and library
correspondence, the SVLny.org web site, and structuring the monthly meetings in concert with
the board.

Duties

Program planning, development, and implementation: The library director plans and
implements library programs; develops long-range plans for library service development;
evaluates the effectiveness of the library’s services and programs in relation to the changing
needs of the community; recommends new services, policies, and personnel actions to the
board of trustees; consults with library system staff in developing, providing, and promoting
library services; keeps informed of professional developments through participation in pro-
fessional organizations, system meetings, workshops, and so forth; and maintains records of
essential support people, organizations, and grant agencies.

Money handling: The library director receives, and gives receipts for, moneys coming into the
association and arranges for the timely deposit of all checks and moneys into the bank
account of the library; and works closely with the treasurer to facilitate the recording of these
items of income into the financial records of the library.

Supervision: The library director supervises the work of library employees; administers person-
nel policies; prepares performance evaluations of staff members; hires support staff; super-
vises the maintenance of library property; recommends repairs, alterations, and new
construction; performs any routine tasks as needed; and implements staff training and
automation instruction.

Collection management: The library director develops the collection by selecting library mate-
rials and information resources most useful to those served and by weeding the collection as
necessary; manages in a cost-effective manner; focuses on quality acquisitions; provides ref-
erence and readers’ advisory services and instruction to library users; and performs original
cataloging when necessary.

Outreach activities: The library director designs and produces public relations and library
instruction materials; represents the library in seeking financial resources; prepares state,
local, and other statistical or narrative reports as needed or required; and works with Four
County Library System and community leaders and reviews community and government re-
sponses.

Requirements

Must have an MLS from an accredited institution and/or appropriate experience.

Approved March 15, 2008
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Job Description

Library Assistant

Overview

A library assistant is regarded as paraprofessional and is expected to work independently,
although under the general supervision of the library director.

Duties

Supervision: The library assistant helps as needed with supervision and direction of employees
and volunteers; reports any problems of any kind to the library director as quickly as possible
(whether they were solved already or still exist); and manages the overall direction of the li-
brary and staff in the absence of the library director.

Oversee service to the library’s patrons: The library assistant makes sure that patrons receive
help finding the books and materials requested; are provided reference support as necessary;
are assisted with use of the computers, including simple troubleshooting; are provided infor-
mation on library policies, procedures, and programs; are called to deliver messages or infor-
mation on library materials.

Oversee the maintenance of the library infrastructure: The library assistant helps in cataloging,
collection development, inter-library loans, and applying library principles as directed; per-
forms basic library tasks as needed, including shelving, and routine circulation, reserve, and
overdue functions; operates office machinery; assists as needed with routine library mainte-
nance; performs routine searches of and updates to computer records.

Requirements

Should have a four-year college degree or associate’s degree with experience.

Approved March 15, 2008
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Job Description

Library Clerk

Overview

The position as described here is more or less that of senior library clerk, according to the NYLA
guidelines. It is understood that newly hired library clerks will not be expected to perform all the
duties listed here until they have been trained and have acquired some experience.

Library clerks may offer or agree to help with tasks not included in their job description, such
as story time; this is appreciated but not required.

Duties

Responsibilities: The library clerk arranges and files materials according to library rules; assists
as needed with supervision of volunteers; reports any problems to either the library director
or the library assistant.

Assist library patrons: The library clerk assists patrons find specific books; calls patrons to de-
liver messages or information on library materials; provides information to the public on li-
brary policies and procedures.

Assist in the maintenance of the library infrastructure: The library clerk performs routine cir-
culation, reserve, and overdue functions; operates office machinery; helps maintain inter-li-
brary loan records; performs routine searches and updates to computer records; inspects re-
turned library materials for damage, and makes needed repairs.

Requirements

A clerk should have, minimally, a high school diploma.

Approved March 15, 2008
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Job Description

Archivist Clerk

Overview

The archivist clerk works under the supervision of the library director and performs basic
archival duties as assigned. Documents used in this description are to include any papers, books,
binders, photographs, and or other archival materials.

Duties

Organizational: In conjunction with the library director and based on accepted archival
practices, the archivist clerk develops and implements the numbering and naming
conventions of the database used for our historical collection.

Procedural: The archivist clerk prepares document descriptions, references, and cross indexing
documents for the library data base;  implements sound archival practices; scans
photographs and other paper documents for secure retrieval; photographs other physical arti-
facts also for secure retrieval; and properly stores original items in secure areas.

Managerial: In the future, the archivist clerk will advise the library on archival procedures; ap-
praise records and documents for inclusion in the collection; direct the safekeeping of
archival materials; assist in the development of archival manuals supporting the collection;
work with other archival projects as needed; and recommend culling of the collection.

Requirements

Meticulous, strong attention to detail; knowledgeable in digital preservation of archival materials;
familiar with hardware and software supporting archival projects, storage, and preservation;
knowledgeable in the storage of a variety of documents; and should have some experience
working with archival projects.

Approved March 15, 2008
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Job Description

Bookkeeper

Overview

Reporting to the treasurer, the bookkeeper maintains the records for the financial management of
the library.

Duties

Record keeping: makes sure that the deposit of money by the director and disbursement of all
checks is accomplished in a timely manner; receives and gives receipts for moneys of the
association; transfers any money in the name of the association in such banks, trust
companies, or other depositories as shall be selected by the board; manages the employee
payroll including federal FICA and state withholding payments; prepares and files federal
forms on schedule; and prepares and files necessary forms for the State of New York on
schedule. 

Other

The bookkeeping duties may be recompensed on the approval of the board, to either the treasurer
or an independent bookkeeper.

Approved March 15, 2008
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Library Memberships

Four County Library System (4CLS)—www.4CLS.org—is New York’s regional library system
that includes Delaware County libraries and provides various services to SVL and its other
member libraries (a total of 42 libraries in four counties).

SVL pays 4CLS for various operational and purchasing services and the subscription services
(called “Circuits”) available.

South Central Regional Library Council (SCRLC)—www.scrlc.org.
SVL pays for affiliate membership in this neighboring library system, located in Ithaca, NY.
SVL renewed its annual membership in July 2014 for $250 plus $100 for a database.

Library Trustees Association of New York State (LTA)—www.librarytrustees.org—is a statewide
organization of library trustees and their boards with the major goal of training library trustees.
This name was adopted in 2010; it was previously NYS Association of Library Boards
(www.nysalb.org).

SVL’s library director notifies LTA of the names and email addresses of new trustees each fall
after the Annual Meeting, so that new trustees will begin to receive the quarterly newsletter and
occasional electronic updates.

SVL renewed its annual membership in Fall 2013 for $60.

New York Library Association (NYLA)—www.nyla.org—is the state organization for library pro-
fessionals, support staff, and advocates.

SVL joined NYLA in March 2014 for $58 per year.

American Library Association (ALA)—www.ala.org—is the national association for library pro-
fessionals, trustees, advocates, and support staff.

SVL joined ALA in March 2014 for $191 per year.

Greater Stamford Area Chamber of Commerce (GSACC)—www.gsacc.org—promotes and sup-
ports area businesses and services.

SVL joined GSACC in July 2014 for approximately $50 per year.
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Library–School Relationship

Facts compiled by George D. Taylor, November 1957

The Village Library Association

The Village Library Association was organized in 1907 by a group of public-spirited Stamford
women. Receiving a charter from the Library division of the State Department of Education, the
association first rented the vacated law office of Ransom L. Gibbs (the property now owned by
LaFond Stoutenburgh).

In 1913, upon receipt of some substantial capital funds as gifts, the association purchased the
Kerr property on the corner of Main Street and Roosevelt Avenue (now owned by Clayton
Faulkner). The main floor of this building was used by the Village Library until 1947, when it
moved into the Churchill Memorial Building and sold its house.

Substantial capital contributions to this library have been made by various persons and organi-
zations, including Mrs. C. E. Becker, Miss Selena Campbell, the estate of Judge John P. Grant,
and, more recently, the Grolier Foundation of New York City. About thirty years ago, the village
of Stamford began making contributions for maintenance. This village contribution was later ap-
proved by the village voters at $600 per year and is now a regular village budgetary item. In 1947
an additional maintenance contribution of $500 annually was voted by the voters of the school
district as a consideration for the assumption by the Village Library of the school district's library
obligations in the Churchill Memorial building. This is also a regular school budget item.

The Village Library Association is, therefore, fairly well endowed and quite liberally
supported by local taxpayers.

The Stamford Public Library and the School District

The school district involvement in library obligations arose after the death of Dr. Stephen E.
Churchill, whose will had provided $25,000 for the erection of a library building on lands
belonging to him. Subsequent to his death, and before this provision of his will was carried out,
an agreement was made between his executors and School District No. 1 of Stamford (the old
village school) with the consent of court as required in such special cases, whereby the $25,000
was turned over to the school district on condition that, in using the money, they should build
library facilities and provide permanent library services in a proposed new school gymnasium.

Accordingly, when the library-gymnasium was completed it was necessary for the school to
provide library service. A new association known as the Stamford Public Library was formed and
chartered and began operation about 1925. Thus for about twenty years, the two libraries
functioned, across the street from each other, providing almost exactly duplicate services and in-
volving duplicate operating expenses.

On centralization, the new school inherited the Churchill Building as well as the library main-
tenance obligation. In addition, it was forced at the same time, by the Department of Education, to
provide another library in the new school building. It soon became obvious, in the circumstances,
that the maintenance of the Public Library in the gymnasium, the purchase of books, and the salary
of the now extra librarian was an unreasonable and insupportable burden on the school tax payers.

Accordingly a proposal was made by the school district to the Village library and they were
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persuaded to give up their property, to move into the Churchill building . . . thus taking over the
library service for which the school had become obligated to perpetuate their terms of the
Churchill will. Considerations mentioned in this agreement were that the school should continue
to provide heat, light and janitor service and should contribute $500 annually. The Village Library
on its part agreed to maintain adequate library services for the general public in the community.
The charter of the Public Library was then revoked by the State Department of Education.

Conclusions

A. Savings have accrued to both parties under this arrangement. Except for the $500
contribution, the school has saved the annual salary of a librarian. Heat and service would
be the same for them in either case. The Village Library Association saves its heating and
service costs, and gains $500.

B. The substantial support by the village and the school district, together with its capital
resources provided an excellent basis for service by the Library. To split these resources
would be a serious loss . . . with no gain.

C. It is presumed that so long as the tenancy of the library rooms is satisfactory, the school
authorities have a right to expect that the Village Library Association will provide all the
services implied in the school's obligation as well as serve the community quite
completely.

On the other hand, the Village Library Association charter predates all other instruments of
agreement. The association has given up none of its independence. There is no reason to conclude
that its present occupation of rooms in the Churchill building identifies it in any way with the
school program, or obligates it in any way to provide accommodations for any activities of the
school.
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Meetings

The Stamford Village Library Association holds several different kinds of meetings each year. All
are open meetings.

To conduct business at Annual, Reorganization, Regular, and Special meetings, a quorum is
required that consists of a majority of the entire board. Minutes are kept at these meetings.

Committee meetings result in progress reports to the board at each Regular meeting.
Committees generally have only advisory powers and, therefore, do not require a quorum or for-
mal minutes.

Annual meeting

The Annual meeting is held in the fall. At the Annual meeting, association members are
nominated as trustees and an election is held. Elected trustees begin their terms at the
Reorganizational meeting of the new year.

The Annual meeting is usually followed by a Regular board meeting.
Notice of the Annual meeting of the Stamford Village Library Association is sent to a local

newspaper (Mountain Eagle) and posted in the library.

Reorganization meeting

Prior to the January Regular meeting, a Reorganization meeting is held. As soon as the
Reorganization meeting is called to order, trustees whose terms are ending step down and trustees
elected at the Annual meeting take office. At this meeting, officers are elected; committees are
named and defined; committee assignments are made; fiduciary signatures are updated; official
newspaper, bank, and insurance carrier are authorized; future Regular board meeting dates are
confirmed; and association and lifetime membership lists are updated.

The Reorganization meeting is usually followed by a Regular board meeting.

Regular meetings

Regular meetings are held six times a year, usually in January, March, May, July, September, and
November, unless alternate dates are agreed on by the board. Trustees are reminded of Regular
meetings by receipt of a copy of the meeting's agenda.

The order of business for Regular meetings follows an agenda usually set in this sequence:
Call to order; Approval of minutes; Treasurer's report; Communications; Director's report; Com-
mittee reports; Old business; New business; Adjournment.

Special meetings

Special meetings may be called at the discretion of the president, or by a group of at least three
trustees. A Special meeting is usually limited to a specific topic for which the meeting is called.

In December, there is often a Special meeting called to approve the budget for the new fiscal
year, if the budget wasn’t approved earlier.



Committee meetings

Committee members arrange their own meeting dates as needed to make progress on their
assignments. 

Open meetings

The Stamford Village Library is an Association library, controlled by private individuals, but it is
maintained as a public service for all people of the community, and as such follows a policy of
open meetings.

As stated in the legislative declaration, “It is essential to the maintenance of a democratic soci-
ety that the public business be performed in an open and public manner and that the citizens of
this state be fully aware of and able to observe the performance of public officials and attend and
listen to the deliberations and decisions that go into the making of public policy.”

What is a meeting?
“Meeting” is defined as “the official convening of a public body for the purpose of conducting
public business.” As such, any time a quorum of a public body gathers for the purpose of
discussing public business, the meeting is open to the public, whether or not there is an intent to
take action, and regardless of the manner in which the gathering may be characterized.

Since the law applies to “official” meetings, chance meetings or social gatherings are not cov-
ered by the law.

The law is silent with respect to public participation, so although the public may be permitted
to speak at open meetings, it is not required that they be allowed to do so.

When can a meeting be closed?
The law provides for closed or “executive” sessions under circumstances prescribed in the law.
An executive session is not separate from an open meeting, but is a portion of an open meeting
during which the public may be excluded. Any substantive decision arrived at in executive
session should be summarized in the minutes of the open session.
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Minutes

Minutes are kept, in binders at the library, of each year’s annual meeting of the association and of
every reorganization, regular and special meeting of the board of trustees. Minutes are taken by
the secretary and distributed to trustees within a couple of weeks following the meeting.
(Although the by-laws allow for the secretary to take up to one month to distribute the minutes,
due diligence would shorten that length.) The minutes are then approved, or approved with
correction, at the next regular meeting of the board. After approval, the corrected minutes are
signed, dated, and added to the book of minutes.

The Open Meetings law requires that minutes of meetings be compiled and made available. Min-
utes of an open meeting must consist of “a record or summary of all motions, proposals, resolu-
tions and any matter formally voted upon and the vote thereon.” 

If a meeting goes into executive session, the minutes should record the motion to go into exec-
utive session and the motion to return to an open meeting. Any agreement reached in executive
session must then be made as a motion in open session and voted on and recorded in the usual
manner.

The Freedom of Information Law requires that a voting record must be compiled that identifies
how individual members voted in every instance in which a vote is taken. Consequently, minutes
that refer to a four-to-three vote must also indicate who voted in favor and who voted against.
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Nominations and Elections

Nomination of trustees to the board

Unlike municipal, school district, and special district libraries, most Association libraries appoint
their own governing board. Qualified candidates should complement board strengths or fill gaps
in the board’s expertise. Membership should reflect the diversity of the community and include
trustees familiar with information technology, finance, entrepreneurship, and public relations.

The most important qualification for a library trustee is a belief in public libraries and their
mission in the community as centers for information, recreation, culture, and lifelong education.
A candidate must be willing to devote appropriate time and effort to carrying out the duties and
responsibilities of trusteeship; these duties include regular attendance at board meetings, commit-
tee service and activities, visibility in the community on behalf of the library, and learning about
the library and the social, legal, and political context in which it exists.

Nomination of an association member to run for the board of trustees may be made from the
floor at the annual meeting or by an association member or nominating committee. There is no
limit to the number of nominees. Prospective trustees should provide association members with
an idea of their background, reasons for wanting to serve, and interests and skills that they would
bring to the board. The slate of candidates and these personal details should be distributed prior to
the election. A ballot listing all candidates and leaving space for write-ins should be distributed to
all verified current members of the association.

Nominees for the board need not be present at the annual meeting, but they must be present to
vote; proxies are not accepted for the election of board trustees.

The annual meeting can be adjourned once ballots are counted and new trustees are
announced. The minutes record the actual vote, which is not announced at the annual meeting.
Actual ballots are kept on file for three years in accordance with the policy on records retention. 

Those newly elected to the board are encouraged to attend meetings as association members,
but their terms as trustees do not begin until the reorganization meeting held at the beginning of
the first regular board meeting of the year.

Election of officers

Once newly elected trustees are seated, the new board elects its officers from within the board for
one-year terms. Officers are voted for in the following order: President, Treasurer, Secretary,
Vice-President.

The president is limited to three consecutive one-year terms. There is no limit to the number
of terms the other officers may serve.

Trustees who want to participate in the election of officers but are not available at the January
meeting may authorize a proxy to vote instead.

Once the officers are elected, the newly elected president presides, leading the board through
the prepared agenda and adding topics under new business or as appropriate.

Approved July 17, 2014
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Trustees

Officers

Library Director
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Personnel Policies

Vacation policy

Employees who work an average of twenty hours per week and have been an employee of the
library for five years are eligible for one week’s paid vacation per year. These hours must be used
in the same fiscal year and cannot be carried over to the following fiscal year. This policy takes
into account years of service prior to the adoption of this policy.

Employee benefits

The board voted to continue to exclude officers of the Board of Trustees from being covered by
Worker’s Compensation.

Library funds for personal use

The board voted that the association not use library funds for personal parties or gifts for staff,
volunteers, board members, or independent contractors.
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Public Relations and Advocacy

Because the Stamford Village Library Association exists to provide services to the public, the
trustees and staff feel an obligation to share the library’s goals and plans with the people who
support its activities. People are more likely to support programs and services they know about
and understand, value, and use. Even the best programs and services are of limited value if people
don’t know about them.

To share our library’s activities, we send announcements, reports, and articles to the local
newspaper. We also share information with the public through our website, www.SVLny.org. A
bulletin board at the front desk and notices on display at the front doors announce upcoming
events. Brochures and a library newsletter list some of the library’s activities and services and are
distributed locally for our patrons.

From time to time, the library has considered supporting a Friends of the Library organization
to support the library’s programs, but concern about spreading our active patrons too thin has kept
such a group from forming.
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Records Maintenance

Confidentiality of library records

The Stamford Village Library adheres to New York State law with respect to the confidentiality
of library records. All records relating to an individual’s use of the library or any of the library’s
resources shall be deemed confidential. Staff may consult these records in the normal operation
of the library but may not disclose these records except upon consent of the library user, or
records that are under subpoena, court order, or required by law.

New York State Civil Practice Law & Rules 4508, Chapter 112, Laws of 1988
Library records, which contain names or other personally identifying details regarding the users
of public, free association, school, college and university libraries and library systems of this
state, including but not limited to records relating to the circulation of library materials, computer
database searches, interlibrary loan transactions, reference queries, requests for photocopies of
library materials, title reserve requests, or the use of audio-visual materials, films or records, shall
be confidential and shall not be disclosed except that such records may be disclosed to the extent
necessary for the proper operation of the library and shall be disclosed upon request or consent of
the user or pursuant to subpoena, court order, or where otherwise required by statute.

Approved January 15, 2009

Record retention and destruction

Historic Artifacts
A. Keep permanently

1. Catalog of holdings
2. Catalog of deaccessioned items

Collection-related records and documents
A. Keep permanently

1. Catalog of holdings
B. Keep for limited time

1. Individual title purchase requisition (filled or unfillable): 1 year
2. Library material censorship and complaint records, including evaluations by staff,

patrons’ complaints, and record of final decision: 6 years after last entry (Note: If of
possible historical or legal significance, retain longer.)

3. Patron’s registration for use of rare, valuable or restricted noncirculating materials: 6
years

C. Keep until superseded, obsolete, or no longer needed
1. Directories
2. Borrowing or loaning records, including interlibrary loan
3. Continuously updated catalog
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Business records and documents
A. Keep permanently

1. Incorporation, charter, and registration records
2. Life-time and association membership lists
3. Minutes books and by-laws
4. Tax returns and worksheets
5. Deeds, mortgages, and bills of sale
6. Patents and related papers
7. Trademark registrations and copyrights
8. Correspondence (legal and important matters)
9. Checks (for important payments and purchases)

10. Depreciation schedules
11. Audit reports
12. Year-end financial statements

B. Keep for 7 years
1. Accounts payable ledgers and schedules
2. Expired contracts, mortgages, notes, and leases 
3. Expense analyses/expense distribution schedules
4. Inventories of products, materials, and supplies
5. Invoices (to customers, from vendors)
6. Payroll records and summaries
7. Personnel files (terminated employees)
8. Timesheets
9. Withholding tax statements

10. Insurance records, accident reports, claims, policies, etc.
C. Keep for 5 years

1. Harassment complaints
D. Keep for limited time

1. Bank reconciliations—2 years
2. Bank statements—3 years
3. Correspondence (general, customers, vendors)—2 years
4. Duplicate deposit slips—2 years
5. Employment applications—3 years
6. Insurance policies (expired)—3 years
7. Internal audit reports—3 years
8. Election ballots—3 years

Approved May 18, 2013
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Research Services

Library staff members receive numerous requests in person and by phone, mail, and e-mail for
assistance in searching the library’s holdings for specific information. Much as staff members
would like to help individual researchers, they can only respond to inquiries of a general nature
and possibly suggest sources that may be of value.

Approved July 17, 2014
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Surplus Materials

Furniture, fixtures, decorative items, and equipment

Furniture, fixtures, decorative items, and equipment that are obsolete and cannot be salvaged or
utilized effectively or economically by the library shall be declared surplus by the board of
trustees. The trustees shall evaluate such furniture and equipment for its revenue-generating
potential.

With the exception of books and other materials from the collection, the board of trustees shall
have the sole power to determine the disposition of surplus furniture, fixtures, decorative items,
and equipment.

• Computer equipment no longer of use to the library may be donated to a local school district
for use in its educational programs after all software programs and applications beyond sys-
tem software are removed if required by the copyright holder. If local school districts do not
want the computer equipment, it may be sold to a technology recycling company or
otherwise disposed of responsibly.

• Furniture and fixtures valued at under $300 that are no longer of use to the library may be
donated to a nonprofit charitable organization, or sold through auction or public
advertisement.

• The treasurer is authorized to accept trade-in allowances on any item of equipment being re-
placed or upgraded for which a trade-in allowance is offered.

• Items not covered by the above will be sold through auction or publicly advertised sale with
any proceeds from such sale being deposited to the general fund of the library. Prior to such
sale, the treasurer will prepare a list of those items to be included in the sale for approval by
the board of trustees.

• When an item of surplus inventory is determined to have unusual, historic, or artistic value,
such items may be referred to the board of trustees for determination of value. This determi-
nation may include the services of a professional appraiser or outside expert opinion.

Items that may be difficult to sell to the general public may be sold to scrap metal dealers,
liquidators, auction houses, or online. 

• If items are broken or not worthy of being salvaged for a sale, they may be discarded to the
trash.

See also Code of Ethics regarding staff and trustee purchases of library materials.

Approved November 20, 2008

Materials from the collections

Books and other like materials deemed by the library director no longer appropriate for the
collection will be disposed of through the library’s regular book sales or by online auction, unless
its condition or unsaleability warrants disposal.
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Deaccession and Disposal of Surplus Materials 

Items belonging to the library must be declared surplus (“deaccessioned”) by the board of
trustees before removal (“disposal”), unless they are part of the collection of books and other like
materials that are deemed by the library director to be no longer appropriate.

1. The decision to deaccession should be cautious, deliberate, and based on the following
standards:

• The item is not relevant to the mission of the library.
• The item has failed to retain its identity or has been lost or stolen and is not recovered.
• The item duplicates other library items and is not necessary for research or

educational purposes.
• The item occupies space disproportionate to its present or anticipated importance to

the library.
• The item contains or is composed of material hazardous to the safety of the persons or

of other objects in the library.
• The library is unable to conserve the item in a responsible manner.

2. The board of trustees shall seek professional advice whenever necessary before an item is
deaccessioned.

3. Donated items shall not be deaccessioned for two years after the date of its acquisition.
(See U.S. Tax Reform Act of 1984 and Internal Revenue Service regulations relating to
the act.)

4. A complete record of deaccessions shall be kept as part of the library’s permanent record.
(See Records Maintenance, p. 160 of the SVL manual.)

5. Proceeds derived from deaccessioning any library property shall be placed either in a
temporarily restricted fund to be used only for the acquisition, preservation, protection or
care of our historic artifacts, or in a permanently restricted fund the earnings of which
shall be used only for the acquisition, preservation, protection, or care of collections. In
no event shall proceeds be used for operating expenses or for any purpose other than
acquisition, preservation, protection, or care of our historic artifacts.

6. Disposal may be by exchange, donation, or public sale with educational or nonprofit
organizations as the preferred recipients.

7. Items deaccessioned shall not be privately sold, given, or otherwise transferred to the
library’s trustees.

Approved May 18, 2013
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Trustee Resources

New York Library Association (NYLA)—<http://www.nyla.org>
State organization for library professionals, support staff, and advocates
[See especially pdf of Handbook for Library Trustees of New York State: 2010 Edition]

New York State Library (NYSL)—<http://www.nysl.nysed.gov>
Handbook for Library Trustees of New York State: 2010 Edition—
<www.nysl.nysed.gov/libdev/pltrust/handbook>
Compilations of the laws and regulations affecting public libraries (some of which affect 
association libraries as well) are available at 
<http://www.nysl.nysed.gov/libdev/excerpts/contents.htm> and 
<http://www.nysl.nysed.gov/libdev/fundlaw2.htm>

Mid-Hudson Library System—<http://midhudson.org/trustee/main.php>
A well-developed resource for trustees, providing valuable links and information including law,
checklists, and other essentials

Library Trustees Association of New York State—<librarytrustees.org>

American Library Association (ALA)—<www.ala.org>
National association for library professionals, trustees, advocates, and support staff

Association of Library Trustees, Advocates, Friends and Foundations (ALTAFF)—
<www.ala.org/ala/mgrps/divs/altaff/about/index.cfm>
(American Library Association division dedicated to library trustees and other library supporters)

Four County Library System—<www.4cls.org>
Provides services to Broom, Chenango, Delaware, and Otsego counties
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Volunteers

Library volunteers assist the library by making it possible for the library to expand the services
that can be provided to the community.

Volunteers must fill out an application for review by the library director, who will assign, co-
ordinate, and supervise the volunteer’s tasks. Completed applications are kept on file in a secure
file cabinet.

While volunteer work sometimes leads to paid employment, depending on the needs of the li-
brary and the qualifications of the particular volunteer, nothing of this kind is implied; nor is vol-
unteer work at the library ever considered a prerequisite for paid employment.

Approved July 17, 2014
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brary and the qualifications of the particular volunteer, nothing of this kind is implied; nor is vol-
unteer work at the library ever considered a prerequisite for paid employment.

Approved July 17, 2014

SVL Policies and Procedures Guide Volunteers— Page 175.1



Whistle-blowing

Purpose

It is the intent of the Stamford Village Library to adhere to all laws and regulations that apply to
the organization. The underlying purpose of this policy is to support the library’s goal of legal
compliance.

The support of all employees and trustees is necessary to achieve compliance with various
laws and regulations.

Confidentiality

If any employee or trustee reasonably believes that some policy, practice, or activity of the
Stamford Village Library is in violation of the law, a written complaint must be filed by that
employee or trustee with the library board president. The Stamford Village Library board may
involve legal counsel or other outside counsel in such investigation in order to maintain, to the
extent possible, attorney-client, work product and other legal privilege with respect to any
documents or other materials received or prepared in connection with the investigation of any
complaint.

All persons aware of suspected misconduct should not discuss the matter with outside coun-
sel, the media, or any other persons except as directed by the board or legal counsel.

All parties should use reasonable care to avoid baseless allegations that are made with reck-
less disregard for their truth or falsity. People making such false allegations may be subject to dis-
ciplinary action and/or legal claims by individuals accused of such conduct.

Protection against retaliation

An employee or trustee is protected from retaliation if the employee or trustee brings the alleged
unlawful activity, policy, or practice to the attention of the Stamford Village Library board
president and provides the Stamford Village Library with a reasonable opportunity to investigate
and correct the alleged unlawful activity. The protection described below is only available to
employees and trustees who comply with this requirement.

The Stamford Village Library will not retaliate against any employee or trustee who, in good
faith, has made a protest or raised a complaint against some practice of the Stamford Village Li-
brary on the basis of a reasonable belief that the practice is in violation of law or a clear counter-
mandate of library policy.

The Stamford Village Library will not retaliate against any employee or trustee who discloses,
or threatens to disclose, to the library board president any activity, policy or practice of the Stam-
ford Village Library that the employee or trustee reasonably believes is in violation of a law, or a
rule, or regulation mandated pursuant to law.

My signature below indicates my receipt and understanding of this policy. I also verify that I have
been provided with an opportunity to ask questions about this policy.

______________________________________________________
Employee/Trustee Signature                          Date
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Activities, 5.1
borrowing from the collection, 5.1, 20.1
computer use, 5.1, 60.1
programs and lectures, 5.1
use of meeting rooms, 65.1

Activities of trustees, iii, 115.6
Advocacy, 155.1
American Library Association (ALA), 120.1
American Library Association Bill of Rights,

110.1
American Library Association Code of Ethics,

30.1
Annual meeting, iii, 130.1
Association library, meaning, v, 10.1
Association membership, 10.1, 25.1

Behavior in the library, 15.1
animals, 15.1
cell phones, 15.1
food and drink, 15.1
patrons, 15.1
unattended children, 15.1

Board meetings, iii, 25.2
Bomb threats, 50.2
Bookkeeper, 115.3, 115.11
Borrowing privileges, 20.1

suspension, 20.2
Business records and documents, 160.1

by-laws, 25.1
maintenance, 160.1–2
minutes, 135.1

By-laws, 25.1–4

Calendar of the library board, iii
Censorship, 25.1, 30.1, 60.1, 110.1
Charter, v, 25.1, 65.1, 125.2
Code of Ethics, 30.1
Confidentiality and records, 160.1
Collection development, 35.1

complaints, 45.1

maintenance, 35.2
selection, 35.1

Collection-related records and documents,
160.1

Committees of the board of trustees, 25.3,
115.5

meetings, iii, 130.2
Compensation, 40.1
Complaints, 45.1

harassment, 100.1
library materials, 45.1

Computer use, 60.1
Confidentiality, 30.2, 160.1

harassment and, 100.1
records, 160.1

Conflict of interest, 25.3, 30.3, 47.1, 75.2
Continuing education of staff, 150.1
Copy machine and printouts, 60.2

Deaccession and disposal of materials, 35.2,
165.2

Disaster plan, 50.1
Display space, 65.1
Donations to the library, 55.1

books and other like materials, 55.1, 165.1
cash, 55.1
non-collection materials, 55.1

Donations from the library, 55.1, 165.1
free books, 55.1
surplus library material, 55.1, 165.1

Duties
committee chairs, 115.5
library director, 25.2, 35.1–2, 115.7
officers, 25.1–2, 115.1–4, 145.1
staff, 115.7–11, 145.1
trustees, 25.1, 115.6, 145.1

Elections
officers, 25.1, 140.1
trustees, iii, 25.1, 140.1
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Electronic resources, 60.1
computers, 60.1
other electronic devices, 60.2
Internet, 60.1

Employees, ii
Employment terms and conditions, 150.1, 175.1
Exhibit space, 65.1

Facilities
complaints, 45.1
use of, 65.1

Fax machine, 60.2
Filtering, 30.1, 60.1, 110.1
Financial concerns 

auditing, 70.1, 145.1
conflict of interest, 75.2
investment strategy, 75.1–2
line items, expense, 80.2
line items, income, 80.1
management and controls, 70.1
prohibitions, 75.2
records, 85.1, 115.11, 160.1–2
reporting requirements, 75.2
statements and account review, 70.1

Fines, 20.1
Fire, 50.1
Floor plan, i, 50.1
Food and drink in the library, 15.1
Four County Library System (4CLS), vi, 90.1,

120.1
Friends of the Library, 155.1
Fund-raising, 95.1

expense, 80.2
income, 80.1

Grants, gifts, contributions, 55.1, 80.1
Greater Stamford Area Chamber of Commerce

(GSCC), 120.1
Grievance procedures, 150.1

Harassment, 30.2, 100.1–2
Health emergencies, 50.1
History of Stamford Village Library, 105.1–3

library–school relationship, vii–viii, 125.1
Hours of operation, iii, 50.2, 65.1

Intellectual freedom, 110.1
Interlibrary loan (ILL), 20.1
Internet access, 60.1
Investment policy, 75.1–2
IRS and SVL, 25.3

Job description, staff, 115.7–11
archivist clerk, 115.10
bookkeeper, 115.11
library assistant, 115.8
library clerk, 115.9
library director, 115.7

Job description, trustee, 115.6
committee chairs, 115.5
president, 115.1
secretary, 115.4
treasurer, 115.3
vice president, 115.2

Library cards, 20.1
Library director, 25.3, 115.7, 145.1
Library memberships, 120.1
Library–school relationship, 125.1
Library space

floor plan, i
use, 65.1, 127.1

Library Trustees Association of NYS (LTA),
120.1

Lifetime membership, 10.1
Long-range goals, iv

Maintenance
of the collection, iv, 35.2
of complaints, 100.2
of confidentiality, 160.1
of records and documents, 160.1–2

Materials from the collections, 165.1
Media, 35.1
Meeting space, 65.1
Meetings, 25.2, 130.1

annual, iii, 130.1
defined, 130.2
committee, iii, 130.2
open, 130.2
regular, iii, 130.1
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reorganization, iii, 130.1
special, iii, 130.1

Membership in the SVL Association, 10.1, 25.1
lifetime, 10.1

Memberships held by the library, 120.1
Minutes, 25.2, 135.1
Mission statement, iv

Nepotism, 30.2
New technologies and long-range plans, iv
New York Library Association (NYLA), 120.1
New York State and the library, v
Newsletter, 155.1
Nominations and elections, 140.1
Non-resident use, 65.1

Officers of the board of trustees
defined, 25.1
job descriptions, 115.1–4
performance reviews, 145.1

Open meetings law, iii, 130.2, 135.1
Overdue materials, 20.1
Overview of the library, i

Patron behavior, 15.1, 45.1
Performance reviews, 145.1
Personnel policies, 150.1
Proxy votes, 140.1
Public relations and advocacy, 155.1
Purchases by staff and trustees, 30.3, 165.1

Record retention and destruction, 160.1
Record confidentiality, 160.1
Record maintenance, 160.1
Regular meetings, iii, 130.1
Reorganization meeting, iii, 130.1
Reporting a complaint, 45.1, 100.1

Research services, 163.1

Sanctions, 100.2
Stamford school district and the library, vii,

125.1
Selecting material for the collection, 35.1
Sexual harassment, defined, 100.1
Snow storms, 50.2
South Central Regional Library Council

(SCRLC), 120.1
Special meetings, iii, 130.2
Staff, ii, 45.1, 115.7–10, 145.1, 150.1
Stamford Village Library in context, v

service area, v
Surplus materials, 30.3, 165.1
Suspension of borrowing privileges, 20.2

Temporary library cards, 20.1
Trustee resources, 170.1
Trustees, i, iii, 145.1

activities, 115.1–4, 115.6
nominations, 140.1
oath of office and, 10.1
qualifications, 115.6
resources, 170.1

Unattended children, 15.1
Use of exhibit and display space, 65.1
Use of meeting rooms, 65.1

Vacation policy, 150.1
Videos, 20.1, 34.1
Volunteers, ii, 175.1

Website, iii, v, 155.1
Whistle-blowing, 30.3–4, 180.1
Working conditions, 150.1
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