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Forward
This Policy and Procedure Manual of the John Jermain Memorial Library establishes the
policies and outlines the procedures to be followed in matters concerned with Library
activities. Each Policy becomes effective when it is approved by the Board of Trustees. Once
effective, each is applicable to the Board of Trustees and the Library Staff, both individually
and collectively, in all matters relating to the Library organization, administration and
operation.
The Manual is organized into six major sections, By-Laws, Board of Trustees, Financial Policy,
Library Organization and Administration, Management of Library Collections, and Public
Policy, each section containing those policies most pertinent to its specific area of Library
activities, and a compilation of Appendices, adopted by the Board of Trustees, each having the
same force and applicability as the policies.
The Board of Trustees may, from time to time, revise, cancel or supersede policies, add policies
or add or delete Appendices, when it considers such actions to be in the best interests of the
Library.

Approved by the Board of Trustees on April 18, 1990.
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Introduction to Policy and Procedure Manual
Purpose and Discussion
The By-Laws of the John Jermain Memorial Library regulate the affairs of the Library and
govern the activities of the Board of Trustees and the Staff. The policies in this Policy and
Procedure Manual are intended to amplify and further define the guidance contained in the
By-Laws, to establish detailed procedures for properly implementing the necessary activities
and to assign responsibility for these activities. Nothing in these policies and procedures is
intended to be, nor shall be construed to be, contrary to the guidelines established in the
By-Laws.
Instructions and responsibilities
The Chairperson of the Policy Committee is responsible for ensuring and coordinating the
implementation of this policy. The Chairperson shall prepare an initial list of policies to be
developed, shall distribute the list to all members to the Board of Trustees for review and
comment and shall prepare and distribute a final list, considering the comments and
recommendations of all Board members, for use in completing the Policy and Procedure
Manual.
The initial draft of any policy and/or policy revision may be prepared by any Trustee(s), staff
member(s), or other individual or group engaged by the Board of Trustees, but the policies
should be prepared by the individual or group with the most intimate knowledge of the subject.
The drafts shall be forwarded to the Chairperson of the Policy Committee for review for
consistency, revised, if necessary, with the concurrence of the draftees and forwarded to the full
Board of Trustees for final review and approval. Copies of the draft policies and proposed
policy revisions shall be provided to individual trustees at least five days prior to the Board
meeting at which Board approval is to be first considered.
Policies and revisions thereto shall become effective on the date they are approved by the
Board of Trustees. They shall be applicable, as appropriate, to all Library Trustees and Library
staff personnel, and shall supersede the related policy, if any, in the Policy and Procedure
Manual dated May, 1979.
Each policy shall state the intended purpose of the Policy, shall contain all the necessary
instructions for fulfilling that purpose, shall assign responsibilities for implementing such
instruction, shall describe any records or reports required and shall note any other policy which
may be cancelled, superseded and/or amended. Policies shall be written using a format
essentially as used in this policy. Whenever specific responsibilities are assigned, the name of
the office or individual having these responsibilities shall be underlined for ready reference.
The Chairperson of the Policy Committee shall have an up to date Index published and
distributed as each new policy and/or revision is published, shall insure that each policy in the
Policy and Procedure Manual is reviewed annually and revised if necessary and shall maintain
6

a record of such reviews. The Library Director is responsible for maintaining a historical file
containing all revisions to each policy.
A copy of the original Deed of Trust, the currently effective By-Laws, the Charter issued by
the Education Department, University of the State of New York, certain Interpretations adopted
by the Council of the American Library Association and other documents deemed pertinent by
the Board of Trustees shall be incorporated as Appendices to this Policy and Procedure
Manual. These appendices shall have the same force and applicability as the Policies. The
Chairperson of the Policy Committee is responsible for ascertaining that the Appendices
remain current during each annual review of the Policy and Procedure Manual.
Minor corrections or revisions may be made by use of a Change Notice until such time as a
revised policy is published. Such Change Notices shall fully describe the change, shall be
attached to the effective policy until incorporated into a revised policy and shall use a format
similar to that shown in Attachment A.

Approved by the Board of Trustees: April 18, 1990.
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John Jermain Memorial Library
Mission Statement
The mission of the John Jermain Memorial Library is to provide a range of
reliable resources and innovative services that preserve our past and create a sustainable future
by encouraging life-long learning and by offering welcoming spaces for our diverse
community.
(Adopted by the Board of Trustees April, 2018)

Preamble
The John Jermain Memorial Library is located on Main Street in the Village of Sag Harbor,
County of Suffolk, State of New York. It is a Free Association Library, chartered and
registered by the Education Department, University of the State of New York, on May 24,
1957. The Library opened on October 10, 1910 and was deeded to the first Board of Trustees
to promote “the public welfare” of the Village of Sag Harbor by Mrs. Margaret Olivia Slocum
Sage on June 17, 1912. The Library now serves all residents of the Sag Harbor Union Free
School District.
The Bylaws of the John Jermain Memorial Library regulate the affairs of the Library and
govern the activities of the Board of Trustees and the Library Staff. They are binding on each,
both individually and collectively, in all matters relating to the Library.
The Deed of Trust of the John Jermain Memorial Library authorized the Board of Trustees to
adopt Bylaws for the management and maintenance of the Library. Nothing in these Bylaws is
intended to be, nor shall be construed to be, contrary to any of the stated intentions for service
of said Deed of Trust, even if practices have been amended or updated by vote of the Board of
Trustees.
Initial Bylaws were adopted by the first Board of Trustees on July 25, 1912. Minor
amendments were approved on July 25, 1913, June 25, 1919 and January 25, 1928, affecting
only the schedule for annual and semi-annual meetings of the Board. Completely rewritten
Bylaws were adopted on August 11, 1989. The Bylaws were updated June 15, 2005 to indicate
that the Board of Trustees will become one elected by the taxpayers. The 2005 Bylaws were
reviewed, repealed, and replaced with revised Bylaws on June 16, 2021 to ensure consistency
and compliance with all applicable legislation.
The Chairperson of the Policy Committee shall ensure that the Bylaws are reviewed annually,
and that they are re-ratified or amended as necessary by vote in an open meeting of the Board.
The minutes will serve as a record of such vote and the results thereof.
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Bylaws
I. NAME OF ORGANIZATION
The name of the organization shall be the John Jermain Memorial Library.

II. FISCAL YEAR
The fiscal year of the Library shall be the calendar year.

III. BOARD OF TRUSTEES
A. The Library shall be governed by a Board of Trustees, who receive no
compensation, goods, or services.
B. This Board shall consist of seven to 25 members. Trustees shall be elected for terms
of three years each, except as otherwise provided in these Bylaws. The Board
currently has eight members. Except as provided in these Bylaws, candidates may
serve for no more than two consecutive full terms.
C. Trustees who have served two consecutive full terms may run for office again after
a one-year hiatus.
D. Candidates for election to the Board of Trustees shall be 18 years or older, John
Jermain Memorial Library cardholders, and registered voters in the Sag Harbor
School District. Employees of the John Jermain Memorial Library and members of
their families are not eligible for election. For purposes of eligibility for election
“families” are to refer to Trustees’ or employees’ spouses, significant others,
children, parents, siblings, stepchildren, grandchildren or in-laws.
E. No later than six weeks before the date of the vote, public announcement should be
made that nominations for candidates for election to the Board of Trustees are being
sought. The public announcement shall be made in local newspapers, on the Library
website and shall be posted in the Library facility. This announcement shall include
the number of Trustee positions to be voted upon; the eligibility requirements for
candidacy; the required supporting materials to be submitted; where necessary
materials can be obtained and where completed nominations are submitted; and
dates for the close of nominations and the election.
F. No later than six weeks before the voting date, a date for the close of nominations
shall be set, which is at least 21 days following the public announcement. The close
of nominations shall be determined each year by the District Clerk of the Sag
Harbor Union Free School District. No nominations shall be accepted after 5:00
9

p.m. of the final day of the nomination application deadline.
G. Candidates, including incumbents, must submit a nominating petition with their
name and with a minimum of 25 supporting signatures of registered voters of the
Sag Harbor School District. Candidates may use the Sag Harbor School District’s
official nomination form.
H. If a candidate wishes, they may provide a short statement (no more than 350 words)
with the nomination form, to describe the candidate's qualifications for membership
on the Board of Trustees.
I. Except as provided in paragraph Q of this Section III, candidates for election shall
be elected at-large from the field of nominees, with the candidates receiving the
largest number of votes being declared elected.
J. Trustees shall be elected at the time of the budget vote on a date and time to be
determined by the Board of Trustees. Election results shall be posted on the
Library’s website, and released to local newspapers within 24 hours of the election.
K. Newly elected members shall take office at the first meeting of the new calendar
year following the annual election, at which time they will sign the Oath of Office.
L. Each new Trustee shall be provided with guidance and training on the duties and
responsibilities of the Board of Trustees, and all Trustees shall be encouraged to
participate in workshops, seminars, and other appropriate activities to further
improve their skills and enhance their contributions toward the effective and
efficient functioning of the Board and the Library.
M. Any Trustee who is absent for any reason for more than one third of the regular
Board meetings during any rolling twelve-month period must resign from the
Board, and the Board shall accept such resignation or grant the Trustee a leave of
absence at its discretion. The President shall inform the absent Board Member in
writing of the Board’s decision. Further, if dismissal is deferred by Board action to
grant a leave of absence, the President shall inform the absent Board Member in
writing of the conditions of this deferral.
N. The Board may also remove a Trustee for misconduct, incapacity, or neglect of duty
as provided in and in accordance with Education Law Section 226(8).
O. Any vacancy on the Board due to the resignation or removal of a Trustee may be
addressed by any one of the following procedures, as determined by a simple
majority vote of the members of the Board (including vacancies):
1. Leave the trustee spot empty until the next regular election and then
elect someone to fill the remainder of the term; or
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2. Appoint someone to serve until the next regular election and then elect
someone to fill the remainder of the term; or
3. Hold a special election to elect a trustee to fill the remainder of the term.
P. No Trustee shall serve for more than two consecutive full three-year terms, unless:
1. The Trustee has first been appointed to fill the seat of a Trustee who has left due
to removal or resignation as provided in paragraph O, item 2 of
this Section III; or
2. Unusual or unforeseen conditions preclude holding the annual public vote, in
which case the Trustees may vote to temporarily amend these bylaws to include
a provision for extending the term length of an elected Trustee for a period of
no more than one year. Trustees are prohibited from participating in the
discussion and/or vote to extend their own term. The vote to extend an
individual Trustee’s term in accordance with this paragraph must be approved
by a majority of the Board as whole.
Q. The Library’s election to be held in 2021 shall be conducted, as follows: (i) the two
seats which have previously been filled by a one-year appointment due to the
coronavirus pandemic shall be their own category of at-large seats for which
candidates shall run for 2-year terms; and (ii) the three seats which are up for 3-year
terms shall be their own category of at-large seats for which candidates shall run for
3-year terms. Candidates for the Board of Trustees must designate in its nominating
petition submitted in accordance with Section 3 of the Bylaws which one of the two
categories of seats up for election as set forth in this paragraph they seek to fill.
Candidates cannot run for more than one category of seat.
Effective January 1, 2022 and continuing thereafter - For any annual election
following a year in which the Trustees extended the term length of one or more
Trustees pursuant Section III, P.2, seats shall be filled as follows: (i) any seats with
a shortened term as a result of an extension pursuant to Section III, P.2 shall be their
own category of at-large seats for which candidates shall run for the balance of the
term; and (ii) any seats which are up for a full 3-year term shall be their own
category of at-large seats for which candidates shall run for a 3-year term. All
candidates for the Board of Trustees for such election must designate in their
nominating petitions submitted in accordance with Section 3 of the Bylaws which
one of the two categories of seats up for election as set forth in this paragraph they
seek to fill. Candidates cannot run for more than one category of seat.
R. Each Trustee shall have one vote, irrespective of office held. Trustees must be
present at the meeting to have their vote counted, with “presence,” whether
in-person or virtual, determined in compliance with New York State Open Meetings
Law.
S. A simple majority of the whole Board (including vacancies) is required for any
motion to pass.
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T. All actions of the Board shall be of the Board as a unit. No Board member shall act
on behalf of the Board, on any matter, without prior approval of the Board. No
Board member by virtue of office shall exercise any administrative responsibility
with respect to the Library nor, as an individual, command the services of any
employee of John Jermain.
IV. OFFICERS
A. The officers of the Board of Trustees shall be a President, a Vice President, a
Secretary, and a Treasurer. They shall have the usual powers and duties of such
officers:
B. The President shall preside at the meetings of the Board and shall appoint the
members of all committees, unless otherwise provided for in the Bylaws, or unless
that power is specifically devolved to an ad hoc committee chair in the resolution
establishing the committee. The President shall be a member ex officio of all
committees and ad hoc committees.
C. The Vice-President, in the absence of the President, shall perform all the duties of
the President.
D. The Secretary shall be responsible for a true and accurate account of all proceedings
of the Board Meetings. In the absence of the President and the Vice-President, the
Secretary shall convene and preside at the meetings of the Board.
E. The Treasurer shall see that the Library maintains adequate and appropriate
financial records, and make recommendations to the Board on acquisition and
disbursement of funds.
F. The normal term of office of each officer shall be one calendar year, commencing
on January 1 and terminating on December 31 of each year. A Nominating
Committee shall be appointed by the President no later than October of each year,
and the Nominating Committee shall present to the Board of Trustees its
recommended slate of officers for the upcoming year no later than the regular
December meeting of the Board. At this meeting additional nominations will be
accepted from the floor, and then a vote will be taken on a secret ballot for each
office. A simple majority of the whole Board (including vacancies) is required to
win an election. In an uncontested election, a secret ballot is not required.
G. Although not mandatory, it is suggested that Trustees hold officer positions for no
longer than two consecutive years to bring both diversity and oversight to the
operations of the Board.
V. STANDING COMMITTEES
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A. The standing committees of the Board of Trustees shall include, but not be limited
to, a Personnel Committee; a Finance, Budget, Contracts and Legal Committee; a
Building and Grounds Committee; a Policy and Long-Range Planning Committee;
and an Outreach and Publicity Committee. The Board of Trustees also includes a
Trustee who serves as liaison to, and full voting member of, the Mashashimuet Park
Board, as per the Charter of the Park.
B. The duties and responsibilities of these committees shall be those normally
performed by such Committees to support the operations of the Board. All
committee members and chairpersons shall be appointed by the President of the
Board. All shall be Trustees.
C. Specific duties of each committee are as follows:
1. The Personnel Committee, in consultation with the Library Director, shall be
responsible for adherence to and reviewing of Library personnel policies and for
recommending such personnel policy changes and/or additions to the Board as
may be deemed necessary. It shall consider all matters concerning working
conditions and remuneration of the staff, and shall make recommendations to
the Board accordingly.
2. The Finance, Budget, Contracts and Legal Committee, in consultation with the
Library Director, shall be responsible for planning, developing, and monitoring
the financial statements of the Library, and for recommending financial policy
changes and/or additions to the Board as deemed necessary.
3. The Building and Grounds Committee, in consultation with the Library
Director, shall be responsible for the monitoring of the physical upkeep and
maintenance of the Library building and its properties.
4. The Policy and Long-Range Planning Committee, in consultation with the
Library Director, shall be responsible for the adherence to and review of the
Library’s operations policies and Bylaws, and for recommending and
developing any additions and changes to Bylaws as deemed necessary. In
addition, the committee is responsible for annually reviewing the Long-Range
Action Plan and recommending to the full Board any changes or additions as
deemed necessary to fulfill the Library’s mission.
5. The Outreach and Publicity Committee, in consultation with the Library
Director, shall be responsible for bringing to the Board any matters or
proposals related to maintaining a positive relationship between the John
Jermain and the community, as well as promoting services which fulfill the
Library’s mission.
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D. All committee actions are subject to the approval of the Board of Trustees.
Committees may not establish policy or procedure, and any such actions must be
presented to the full Board for a vote. Committee membership is set annually at the
December meeting by the incoming President of the Board. It is incumbent upon all
Trustees to participate fully in the standing committees.
E. All committees shall make a progress report to the Board at each of its public
meetings.
F. No committee shall have other than advisory powers unless, by suitable action
of the Board, it is granted specific power to act.
G. The President shall be, ex officio, member of all standing and ad hoc committees.
H. The Director shall be, ex officio, a member of all standing and ad hoc committees.
VI. Ad Hoc COMMITTEES
A. Ad hoc committees may be appointed with the approval of the Board, when
standing committees are unable to fully address issues of a short term and/or critical
nature. These committees shall have a formal stated goal, and be of limited time
duration. Such committees shall serve until the completion of the work for which
they were appointed.
B. The establishment of ad hoc committees requires the vote of the Board at an open
public meeting. Ad hoc committees shall include at least one member of the elected
Board and the Library Director; other members are approved by the Board. In
selection of the committee members, the Board shall search for candidates who
complement the current Board strengths, and shall actively pursue diversity in
committee composition that reflects and celebrates the community.
C. Ad hoc committees must present the Board with a monthly report, to be submitted
at the regularly scheduled Board meetings.
D. Ad hoc committees are reviewed by the Board annually at the December meeting to
see if their goals have been met. Any committee that works on issues of a cyclical
or repeating nature shall be formally disbanded at the end of a given cycle, and
formally reinstated when the need again arises; appointment of members of these
committees shall be subject to the same guidelines, and members must be formally
reappointed to the “new” committee.
E. Ad hoc committees have no actual or apparent authority to enter into contracts or
agreements, to vote, or to make decisions on behalf of the Library. Any such
agreements with vendors or similar third parties must be related to an ad hoc
14

committee’s stated purpose and have express written permission from the Director
or President of the Board.
F. Ad hoc committees have no say over the governance of the Library, development of
policy, the establishment or use of the Library budget, acquisition or deletion of
materials, or the setting of programs.
G. Ad hoc committee members must follow established Library protocol and
procedures, and should be made aware of Library policies on confidentiality,
conflict of interest, and nepotism.
VII. DIRECTOR
A. Active management of the Library is delegated to a qualified Director, who is hired
and evaluated by the Board of Trustees.
B. The Director is responsible to the Board for the day-to-day administration of the
Library including, but not limited to, the organization of the Library staff; the hiring,
firing, training, performance, morale, and evaluation of staff members; preparing a
proposed annual budget for Board approval and operating the Library within the budget
as approved by the Board; the acquisition, maintenance, storage and weeding of the
Library collections; the routine maintenance of the Library building and grounds; the
provision of adequate Library services to the public; the maintenance of appropriate
records of Library activities; and such other functions as may, from time to time, be
assigned by the Board.
C. The Library Director shall hold a Master’s Degree from an ALA accredited Library
Program and hold or be eligible for a New York State Public Librarian’s Certificate or
be otherwise qualified under regulations which may be imposed by the New York State
Department of Education. When warranted by special circumstances, the Board may
waive the requirement for a Master’s Degree based upon the background and prior
experience of a candidate for the position.
D. The Director shall attend all Board and Board Committee meetings, unless excused
for good and just cause, except the portion of the yearly meeting at which the Director's
appointment or salary is to be discussed or decided.
E. At each regular monthly meeting of the Board of Trustees, the Director shall prepare
financial reports and a written report summarizing Library activities for the previous
month; highlighting activities, problems, achievements and other events of which the
Board should be made aware; and providing recommendations for the Board’s review
and action. The Director shall render and submit to the Board reports and
recommendations of such policies and procedures, which, in the opinion of the
Director, will improve efficiency and quality of Library service.
15

VIII. MEETINGS
A. Meetings shall be held the third Wednesday of each month. A change in the time, date
and/or place of a regular meeting shall be made only on a formal motion approved by
the Board and only if there is ample time to provide the required public notification.
B. A special meeting of the Board may be called at any time by the President and/or upon
the request of three members for a specific purpose. No business may be transacted at a
special meeting except the stated business. The time, date and/or place of a special
meeting must be publicized as required by New York State Open Meetings Law.

C. All special and regular meetings of the Board are open to the public, except as allowed
in the provisions for executive sessions outlined in the New York State Open Meetings
Law.
D. All Meetings shall be conducted in accordance with Robert’s Rules of Order.
Approval of any action or activity by the Board shall be by a vote of no less than the
majority of the total Board membership, including vacancies. A quorum shall be a
majority of the total Board members including vacancies.

E. A tentative agenda shall be prepared for each regular meeting and distributed to all
Trustees at least one week prior to the meeting.
F. Accurate and complete minutes of the action taken at each meeting of the Board
shall be prepared, reviewed, approved and filed as a permanent record of Board
activities. Draft minutes shall be posted on the Library’s website and distributed to all
Trustees no later than one week prior to the next meeting.
G. The order of business for regular meetings shall include, but not be limited to, the
following items which shall be covered in the sequence shown unless circumstances
make an altered order more efficient:
1.
2.
3.
4.
5.
6.
7.
8.

Call to Order
Approval of prior Meeting Minutes
Period for Public Expression
Report from The Friends of the Library
Treasurer's report
Approval of Financial Reports
Director's Report, including statistics, publicity and correspondence
Committee Reports
a. Personnel
b. Finance, Budget, Contracts and Legal
c. Building and Grounds
d. Policy and Long Range Planning
16

e. Outreach and Public Relations
f. Mashashimuet Park Board Rep
9. Old Business
10. New Business
11. Period for Public Expression
12. Adjournment
IX. AMENDMENTS
The Bylaws may be repealed, amended or added to as a result of the annual review or
whenever the Board of Trustees deems it necessary, by a vote of a simple majority (including
vacancies) of the full Board of Trustees, during an open public meeting. However, such vote
may be taken only after the substance of the proposed repeal, amendment, or addition has been
presented to the Board in writing, at least ten days prior to the meeting at which it is to be
considered and notice thereof has been given in the tentative agenda of the meeting, unless
extenuating circumstances require more immediate action.
X. INDEMNIFICATION
Any person made, or threatened to be made, a party to any action or proceeding whether civil
or criminal, solely by reason of the fact that they are or were testator or intestate, or are or were
a Trustee or Officer of the Library or of any other corporation, partnership, joint venture, trust,
employee benefit plan or other enterprise, at which they served as such at the request of the
Library, shall be indemnified by the Library against judgments, fines, amounts paid in
settlement and reasonable expenses, including attorneys’ fees, actually and necessarily incurred
in connection with the defense of such action or proceeding or in connection with any appeal
therein, to the extent of the limits provided under the applicable insurance coverage carried by
the Board of Trustees.
XI. PROCEDURES
All procedures not specified herein shall be in accord with Robert's Rules of Order, Revised.
Approved by The John Jermain Memorial Library Board of Trustees Dated: June 16, 2021.
All public libraries in New York State are required to make their Bylaws easily accessible to the
public, including posting them on the Library’s website. (Education Department Regulations (8
NYCRR) § 90.2)
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Long Range Plan 2018: Goals and Objectives
1. Strengthen collaborations with local institutions and organizations, such as Museums,
Schools, and Chamber of Commerce to develop joint educational and informational
programs.
2.

Strengthen communications with various demographics, including seniors, young adults
and emerging adults, families, the Latino community, second-home owners, area business
leaders and legislators. Facilitate outreach and community input-sessions in order to hear
from all underserved groups.

3. Continue to collaborate with other libraries in the county to develop new technology and
services. Continue traditional cooperation on inter-library loan of materials, government
information, talking books and digital materials.
4. Collaborate with government agencies and library associations at the local, state and
federal levels around shared objectives, especially when important policy issues
are discussed and decisions made.
5. Communicate the library’s brand through outreach, and by publicizing programs and
materials. Take proactive and sustained steps to brand the library as a platform for
community learning, development and entertainment.
6. Engage the full community in planning and decision-making. Respond to community input
in developing new services and programs.
7. Expand the “Library without Walls” concept through offsite programming, 24/7 access to
digital materials, and expansion of “Library of Things.”
8. Commit to an activist mindset in collecting hyper-local content, including historic
materials, ephemera, and digital-original content.
9. Develop a Board that fully represents the residents of the library service area.
10. Responsibly steward the library’s fiscal resources through management of tax-revenues and
enhancing donor database.
11. Recruit and hire a diverse and certified staff; develop employee engagement through
competitive salaries and benefits, and by providing opportunities for professional
development and innovation.
12. Create an annual report of statistics, funding, programs and services.

18

Approved October 2018
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Code of Ethics
This Policy shall serve as the “Code of Ethics” for John Jermain Memorial Library as stated in
NYS General Municipal Law §806.
A code of ethics is a written set of principles and expectations issued by an organization to help
individuals at all levels of responsibility conduct their actions in accordance with its primary
values and ethical standards. Sound ethical standards of conduct serve to increase the
effectiveness of the Library’s Board of Trustees, its Director, employees and volunteers. An
ethical code of conduct promotes public confidence and trust in the organization and
management of the Library. It provides assurance that all who serve the Library, whether as a
trustee, Director or employee or volunteer, will do so with undivided loyalty to the Library’s
mission, vision and core values, and that they will act in the best interests of the Library’s
purposes and goals. The core of this Code of Ethics is grounded in the principles of honesty,
integrity, transparency, equity, confidentiality, and accountability. Ethical conduct is the
Library’s highest priority.
This Code expresses the overarching principles of professional conduct and ethical behavior
expected of the Library’s volunteers, employees, Director and Trustees. Directives for how
these principles are to be carried out in practice can be found in the Library’s Operations
Handbook, Employee Handbook and the Handbook for Library Trustees of New York State. In
signing the disclosure form, each person commits to uphold the following principles and
practices of ethical and professional behavior.
PRINCIPLES
●
●
●
●
●

Treat every individual with dignity and respect
Act with honesty and integrity in all of the Library’s transactions and dealings
Strive for excellence and innovation
Achieve the highest levels of service, performance and social responsibility
Endeavor to understand and support library patrons from other cultures and build an
organizational culture that honors diversity

PRACTICES
● Uphold the principles of intellectual freedom and resist all efforts to censor Library
resources • Respect intellectual property rights and advocate balance between the
interests of information users and copyright holders
● Safeguard the privacy of personal information obtained from or about the Library’s
patrons, donors, employees, volunteers, Director and Trustees through information
sought or received and resources consulted, borrowed, acquired or transmitted
● Preserve and protect the confidentiality of the Library’s important data, documents, and
business records
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● Protect from disclosure confidential information acquired in the course of his or her
official duties and not use such information to further his or her personal interests
● Conduct the Library’s activities in ways that are accountable and transparent to the
community it serves
● Decline any offer of compensation, gifts, monetary payments, loans or promises of
future benefits from anyone who has or may seek some return from the Library other
than occasional gifts of nominal value that are in keeping with customary business
practices
● Avoid conflicts of interest or situations that give the appearance of a conflict or other
impropriety
● Refrain from conduct or activities that would have an adverse impact on the library and
disclose any conduct or activities that could have an adverse effect on public
perceptions of the Library
● Adhere to the policies and procedures for the Library’s governance, financial
operations, employee and volunteer management, fundraising activities, and program
administration • Perform Library functions in conformity with both the spirit and the
letter of all applicable laws and regulations of the federal, state and local jurisdictions in
which the Library operates • Manage responsibly the Library’s physical assets
including but not limited to its building, collections, materials and information
technology;
● Utilize the Library’s financial resources and assets only in furtherance of the Library’s
business and organizational goals
● Treat the Library’s Trustees, Director, employees and volunteers with fairness and good
faith and provide conditions commensurate with their rights and welfare

APPROVED BY THE BOARD OF TRUSTEES: MARCH 2021
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Board of Trustees
John Jermain Memorial Library Trustee Elections
Section 1. The management of the affairs of this Association shall be vested in the Board of
Trustees.
Section 2. Number of Trustees and Terms of Office: The Board of Trustees shall consist of
eight members who are registered voters and are residents of the Sag Harbor School District.
The term of office shall be three years with either two or three trustees elected as necessary. In
the event of a vacancy the Board may appoint a trustee to serve until the next regularly
scheduled election at which time the unexpired term of the position will be filled. No Trustee
shall serve more than two consecutive terms.
Section 3. Election of Trustees
a. Eligibility. Candidates for election to the Board of Trustees shall be 18 years or older,
U.S. citizens, John Jermain Memorial Library cardholders, and registered voters in the
Sag Harbor School District. Employees of the John Jermain Memorial Library and
members of their families are not eligible for election. For purposes of eligibility for
election “families” are to refer to any Trustee or employee’s spouse, significant other,
children, parents, siblings, stepchildren, grandchildren or in-laws.
b. Call for nominations. At the regular June meeting of the Board of Trustees a date
between July 20 and 31st shall be set for the public announcement that nominations for
candidates for election to the Board of Trustees are being sought. The legal public
notice shall be made in local newspapers and in the Library Newsletter and shall
include the number of Trustee positions to be voted upon; the eligibility requirements
for candidacy; the required supporting materials to be submitted; where necessary
materials can be obtained; where completed nominations are submitted; and dates for
the close of nominations and the election.
c. Close of nominations. The close of nominations shall be determined each year by the
District Clerk. No nominations shall be accepted after 5:00 p.m. of the day of the end
of the nomination application deadline.
d. Nomination Procedure.
1. Each candidate may submit his/her name on an official nomination form with a
minimum of 25 supporting signatures of registered voters of the Sag Harbor School
District.
2. An incumbent member of the Board of Trustees who is eligible for re-election shall
submit his/her name on an official nomination form with a minimum of 25 supporting
signatures of registered voters in the Sag Harbor School District.
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3. If he/she wishes, each candidate may provide a short statement (no more than 350
words) with his/her nomination form, such statement to describe his/her qualifications
for membership on the Board of Trustees.
e. Candidates for election shall be elected at-large from a field of nominees, with the
candidates receiving the largest number of votes being declared elected.
f. Election Date and Results. Trustees shall be elected at the time of the budget vote on a
date and time to be determined by the Board of Trustees. Election results shall be
posted and released to local newspapers within twenty four (24) hours of the election.

Adopted by Board of Trustees, June 15, 2005
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Board of Trustees: Terms of Office
Purpose and Discussion
The By-Laws of the Library require that the business and affairs of the Library be managed by
a board of eight trustees, generally define the powers, duties and responsibilities of the trustees
and establish guidelines for the election, terms of office, indoctrination and performance of the
trustees. This Policy further defines how the guidelines are to be implemented with respect to
trustees’ election and terms of office. More detailed instructions on the powers, duties,
responsibilities, indoctrination and performance of the trustees will be found in other Policies.
Instructions and Responsibilities
The Board has arranged for the normal expiration of terms of office of Trustees to be
distributed as evenly as possible over the years. To maintain this even distribution of term
expirations, the successor of any Trustee whose term of office shall expire prematurely because
of the death, resignation, disability or dismissal of the Trustee shall be elected to fill only the
unexpired portion of that Trustee’s term. Any Trustee who plans to resign from the Board
before the normal expiration of his or her term shall give the Board maximum practical
notification of such action to permit the Board to recruit and elect a successor with the
minimum gap in service to the Library.
Normally a Trustee shall not serve for more than two successive terms exclusive of any term of
less than two full years.

Approved by the Board of Trustees: April 18, 1990, amended October 19, 2005.
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ETHICS STATEMENT AND CONSTITUTIONAL OATH
(Taken at time of starting office.)
ETHICS STATEMENT FOR PUBLIC LIBRARY TRUSTEES
— Trustees in the capacity of trust upon them, shall observe ethical standards with absolute
truth, integrity and honor.
— Trustees must avoid situations in which personal interests might be served or financial
benefits gained at the expense of library users, colleagues, or the situation.
— It is incumbent upon any trustee to disqualify himself/herself immediately whenever the
appearance or a conflict of interest exists.
— Trustees must distinguish clearly in their actions and statements between their personal
philosophies and attitudes and those of the institution, acknowledging the formal position of
the board even if they personally disagree.
— A trustee must respect the confidential nature of library business while being aware of and
in compliance with applicable laws governing freedom of information.
— Trustees must be prepared to support to the fullest the efforts of librarians in resisting
censorship of library materials by groups or individuals.
— Trustees who accept library board responsibilities are expected to perform all of the
functions of library trustees.
Adopted by the Board of Directors of the American Library Association, July 1985
Adopted by the Board of Directors of the Public Library Association, July 1985
Amended by the Board of Directors of the American Library Trustee Association, July 1988
Approval of the amendment by the Board of Directors of the Public Library Association,
January 1989
Approved by the John Jermain Memorial Library Board of Trustees,
November 15, 2006
Signature and Date:_________________________________
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CONSTITUTIONAL OATH OF THE STATE OF NEW YORK
I do solemnly swear that I will support the Constitution of the United States, and the
Constitution of the State of New York, and that I will faithfully discharge the duties of the
office of Trustee of the JOHN JERMAIN MEMORIAL LIBRARY according to the best of
my ability.

____________________________
Printed name
____________________________
Signature

SWORN TO BEFORE ME THIS:
_____ ________________
Day of
__________________________
Director
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Board of Trustees: Indoctrination and Training
Purpose and Discussion
The By-Laws of the Library require that each new Trustee be provided with an indoctrination
and encourage all trustees to participate in workshops, seminars and other appropriate activities
to improve their skills and enhance their contributions towards the effective and efficient
functioning of the Board and the Library. This policy further defines and assigns
responsibilities for a program to carry out this indoctrination and further qualification of all
Trustees.
Instructions and Responsibilities
As soon as practical after a new Trustee is elected to the Board, and prior to the next regularly
scheduled Board meeting, the Trustee who initially recommended the new Trustee, or an
alternate experienced Trustee designated by the President, shall meet at the Library with the
new Trustee and the Director at a time mutually convenient to all three. During this meeting,
the Director shall to the extent necessary in light of the new Trustee’s prior experience and
familiarity with the Library and its operations, conduct the new Trustee on a tour of the
Library, introduce the new Trustee to the Library staff members and describe for the new
Trustee how the Library is:
-

Organized and governed
Funded and budgeted
Operated on a day-to-day basis
Serving the identified needs of the community
Linked to other resources and groups

Also at the meeting, the experienced Trustee shall, again to the extent considered necessary,
advise the new Trustee of the Board of Trustee meeting location and schedule and describe for
the new Trustee the Board’s:
-

Responsibilities and expectations
Goals, long range plans and projects in progress
Prior accomplishments
Relationship with the Director

The Director shall assemble and present to the new trustee at this meeting a packet of pertinent
documents including at least the following:
-

List of Trustees names, addresses and telephone numbers
By-Laws of the Library
Library Policy and Procedure Manual
SCLS Library Trustee Handbook
Library organization chart and staff list
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-

Current budget and two most recent monthly budget reports
Most recent Board of Trustees’ Annual Report, Director’s Annual Report and
Accountant’s Annual Report
Most recent minutes of the Board of Trustees Meetings with attachments
Latest community survey
Last two SCLS statistical surveys
Long range development plans
Concise history of the Library and its current goals and objectives
Pertinent rules and regulations governing the operation of the Library

The new Trustee will be expected to review the above documents and become generally
familiar with their contents at his or her earliest convenience.
Trustees on the Board shall take advantage of every opportunity to assist the new Trustee
becoming more familiar with Board functioning and activities and more comfortable with his
or her new position.
All Trustees are encouraged to participate in workshops, seminars and other appropriate
activities to further improve their skills. The Board may authorize payment by the Library of
all necessary expenses for these activities.
Approved by the Board of Trustees: April 18, 1990, amended October 19, 2005.
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Board of Trustees: Meetings
Purpose and Discussion
The By-Laws of the Library require a minimum of six meetings of the Board of Trustees each
year and establish certain guidelines for the scheduling and conduct of such meetings. This
Policy is intended to expand and further define these requirements and guidelines.
Instructions and Responsibilities
Regular meetings of the Board of Trustees shall normally be held in the Library on the third
Wednesday of each month. Special meetings may be held at any time upon the call of the
President or of any two Trustees.
Meetings of the Board shall be open to the public except when sensitive personnel matters are
being discussed. The Director is responsible for placing a Public Notice, giving the time, date
and place of each regular meeting in the two editions of the Sag Harbor Express immediately
preceding the meeting date, and for giving the maximum practical public notification of special
meetings. Subsequent to the Public Notice of any meeting, the time, date and/or place of a
meeting may be changed only on a formal motion approved by the Board and only if there is
ample time to provide the required public notification.
The director is responsible for preparing a tentative agenda for each regular meeting, and, after
having it approved by the President, distributing it to all Trustees at least one week prior to the
meeting. The Director shall include with the agenda the Director’s monthly report, the
Treasurer’s Monthly report, the minutes of the previous meeting(s), and any other available
reports, correspondence or literature to be considered at the meeting. The Director may request
the Trustees pick up any especially bulky materials at the Library.
Meetings of the Board of Trustees shall be chaired by the senior Trustee/officer present. A
quorum shall consist of a majority of the total Board membership.
Meetings shall be conducted in accordance of Robert’s Rules of Order, and the order of
business at regular meetings shall be as follows:
- Call to Order
- Approval of Minutes of previous meeting(s)
- Period for Public Expression
- Friend’s report
- Treasurer’s report
- Director’s report
- Correspondence
- Committee reports
- Old Business
- New Business
- Period for public expression
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-

Adjournment

The President, at his or her discretion, may revise the order of business when he or she
considers it appropriate due to special conditions existing at the time of the meeting.
Unless otherwise specified by the By-Laws of the Library and/or this Policy and Procedure
Manual, approval of any action or activity of the Board shall require an affirmative vote of no
less than a majority of the total Board membership. When the nature or urgency of any
particular matter requires expedited resolution, the President may authorize a telephone vote to
be taken by himself/herself or a designated alternate. In all such cases, an affirmative vote of
no less than three quarters of the total Board membership shall be required for approval.
Whenever a telephone vote is taken, the Secretary shall ensure that a full report of the matter,
including the results of the vote taken, is recorded and incorporated for record purposes in the
minutes of the next regular Board meeting.
The Secretary shall ensure that accurate and complete minutes of actions taken at each Board
meeting are prepared and provided to the Director in time to be distributed, for review by the
Trustees, with the tentative agenda for the next regular Board meeting. Minutes are not
considered official and shall not be released to the public until they have been formally
approved by the Board of Trustees.
Approved by the Board of Trustees: April 18, 1990, revised October 19, 2005.
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Public Speaking Policy
In order to be assured the regular business of the library is addressed at each board meeting, the
Trustees of the library set forth the following policy regarding the period for public expression:
At each meeting of the Board of Trustees of the John Jermain Memorial Library, there will be
two periods for public expression. During the first period, five members of the public will be
entitled to two minutes of public expression each. During the second period, five members of
the public will be entitled to two minutes of public expression each.
Adapted by the Board of Trustees on March 19, 2003
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Board of Trustees: Agreements

Purpose and Discussion
The Board of Trustees does, from time to time during the course of its business, enter in
agreements with various other parties. These agreements may be formal and written or
informal and unwritten as the acceptance of a donation given for a specific purpose where the
act of acceptance itself constitutes a tacit agreement with the donor. Agreements may be
temporary, long standing or even permanent. In any case, they must be honored. This Policy
establishes a method of maintaining a permanent record of such agreement for historical
purposes and for the information and use of trustees, both current and future, upon whom they
may still be binding.
Instructions and Responsibilities
Whenever the Board of Trustees enters into any agreement such as described above, the
Director shall ensure that all pertinent information necessary for properly fulfilling the
agreement is recorded, and that a complete file of such completed Forms is maintained and
made available for use by the Trustees.
As time permits, the Secretary shall have minutes of all past Board meetings reviewed and
forms prepared for any prior agreements identified.
In the case of written agreements, copies of each agreement, if available, shall be appended to
the appropriate form.
Contracts and other agreements which are monitored through their lifetimes by other means
need not be included in this system.
Approved by the Board of Trustees: April 18, 1990; modified October 19, 2005
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Financial Policy
Library Investment Policy
Scope
This investment policy applies to all monies and other financial resources available for
investment on its own behalf or on behalf of any other entity or individual.
Objectives
The primary objectives of the John Jermain Memorial Library investment activities are, in
priority order,
▪ to conform to all applicable federal, state and other legal requirements (legal),
▪ to adequately safeguard principal (safety),
▪ to provide sufficient liquidity to meet all operating requirements (liquidity) and
▪ to obtain a reasonable rate of return (yield.)
Delegation of Authority
The Boards responsibility for administration of the investment program is delegated to the
Library Director and/or his/her designees and Treasurer who shall establish written
procedures for the operation of the investment program consistent with these investment
guidelines. Such procedures shall include an adequate internal control structure to provide a
satisfactory level of accountability based on a database or records incorporating description
and amounts of investments, transaction dates, and other relevant information and regulate the
activities of subordinate employees. The Treasurer, in consultation with the Director and
Finance Committee, is responsible for evaluating the financial position.
Prudence
All participants in the investment process shall seek to act responsibly as custodians of the
public trust and shall avoid any transaction that might impair public confidence in the
John Jermain Memorial Library to govern effectively.
Investments shall be made with judgment and care, under circumstances then prevailing,
which persons of prudence, discretion and intelligence exercise in the management of their
own affairs, not for speculation, but for investment, considering safety of the principal as well
as the probable income to be derived.
All participants involved in the investment process shall refrain from personal business activity
that could conflict with proper execution of the investment program, or which could impair
their ability to make impartial investment decisions.
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Diversification
It is the policy of the John Jermain Memorial Library to diversify its deposits and investments
by financial institution, by investment instrument, and by maturity scheduling.
Internal Controls
It is the policy of the John Jermain Memorial Library, for all moneys collected by any officer
or employee to transfer those funds to the Director within two days of deposit, or within the
time period specified in law, whichever is shorter.

Investment Policy: Expanded
I. Scope
This investment policy applies to all monies and other financial resources available for
investment.
Objectives
The primary objectives of the John Jermain Memorial Library’s (JJML) investment activities
are, in priority order,
● to conform with all applicable federal, state and other legal requirements;
● to in good faith safeguard principal;
● to provide sufficient liquidity to meet all operating requirements and debt and
● to act in ways consistent with the expectation of a positive financial return.

II. Delegation of Authority
The Board of Trustees’ responsibility for administration of the investment program is
delegated to the Library Director and Treasurer who shall follow written procedures for the
operation of the investment program consistent with these investment guidelines. Such
procedures shall include an adequate internal control structure to provide a satisfactory level
of accountability based on a database or records incorporating description and amounts of
investments, transaction dates, and other relevant information and regulate the activities of
subordinate employees.
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III. Prudence
As per the library’s “Conflict of Interest” Policy, all participants in the investment process shall
seek to act responsibly as custodians of the public trust and shall avoid any transaction that
might impair public confidence in the John Jermain Memorial Library to govern effectively.
Investments shall be made with judgment and care, under circumstances then prevailing, which
persons of prudence, discretion and intelligence exercise in the management of their own
affairs, not for speculation, but for investment, considering the safety of the principal as well as
the probable income to be derived.
All participants involved in the investment process shall refrain from personal business activity
that could conflict with proper execution of the investment program, or which could impair
their ability to make impartial investment decisions.
IV. Diversification
It is the policy of the John Jermain Memorial Library to diversify its deposits and investments
by financial institution, by investment instrument, and by maturity scheduling.
V. Internal Controls
It is the policy of the John Jermain Memorial Library for all monies collected by any officer or
employee of the Library to transfer those funds to the Treasurer/ Director within 1 day of
receipt. The monies are to be deposited into the appropriate Library bank account within 5
days.
VI. Designation of Depositories
Banks and trust companies are authorized for the deposit of monies by the Director and/or
Treasurer. Monies invested should not exceed FDIC regulations unless collateralized.
VII. Safekeeping and Collateralization
Eligible securities used for collateralizing deposits shall be held by M & T Investment
Group [the depository and/or a third party] bank or trust company subject to security and
custodial agreements.
The security agreement shall provide that eligible securities are being pledged to secure
JJML deposits together with agreed upon interest, if any, and any costs or expenses arising
out of the collection of such deposits upon default. It shall also provide the conditions under
which the securities may be sold, presented for payment, substituted or released and the
events, which will enable JJML to exercise its right against the pledged securities. In the
event that the securities are not registered or inscribed in the name of JJML, such securities
shall be delivered in a form suitable for transfer or with an assignment in blank to the John
Jermain Memorial Library or its custodial bank.
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The custodial agreement shall provide that securities held by the bank or trust company, or
agent and custodian for, JJML, will be kept separate and apart from the general assets of the
custodial bank or trust company and will not, in any circumstances, be commingled with or
become part of the backing for any other deposit or other liabilities. The agreement should also
describe that the custodian shall confirm the receipt, substitution or release of the securities.
The agreement shall provide frequency of revaluation if eligible securities and for the
substitution of securities when a change in rating of a security may cause ineligibility. Such
agreement shall include all provisions necessary to provide JJML a perfected interest in the
securities.
VIII. Permitted Investments
1. The John Jermain Memorial Library authorizes the Director and/or Treasurer to invest
undesignated monies received through donations not required for immediate expenditure
for terms not to exceed its projected cash flow needs in the following types of
investments:
○ Special time deposit accounts;
○ Certificates of deposit;
○ Obligations of the United States of America
○ Obligations guaranteed by agencies of the United States of America where the
payment of principal and interest are guaranteed by the United States of
America;
○ Obligations of the State of New York;
○ Common stock
○ Index or Municipal bonds (AAA Rated)
○ Equity and Bond Funds
All such investment obligations shall be payable or redeemable at the option of the John
Jermain Memorial Library within such times as the proceeds will be needed to meet
expenditures for purposes for which the monies were provided and, in the case of obligations
purchased with the proceeds of bonds or notes, shall be payable or redeemable at the option of
the John Jermain Memorial Library within 2 years of the date of purchase
IX. Authorized Financial Institutions and Dealers
The John Jermain Memorial Library shall only use financial institutions and dealers approved
for investment purposes and establish appropriate limits to the amount of investments, which
can be made with each financial institution or dealer subject to FDIC limits, or in
collateralized accounts. All financial institutions with which JJML conducts business must be
creditworthy.
Banks shall provide their most recent Consolidated Report of Condition (Call Report) at the
request of the John Jermain Memorial Library. Security dealers not affiliated with a bank
shall be required to be classified as reporting dealers affiliated with the New York Federal
Reserve Bank, as primary dealers.
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X. Investment Allocations
The Library will be permitted to invest the Fund in any of the following asset categories as
long as, on a consolidated basis, (a) no one asset class exceeds 60%; and (b) no one position
(i.e., a stock or bond) exceeds 6%, except obligations (i.e., bonds, Treasury bills, etc.) issued
and fully insured or guaranteed as to the payment of principal and interest by the United
States of America or a federal department or agency thereof.
●
●
●
●

Stocks (securities)
Corporate and Government Bonds Certificates of Deposit
Treasury Bills Mutual Funds
Cash and cash instruments (i.e., money market funds)

Other types of investments, including but not limited to, holding or accepting physical delivery of
individual commodities, Real Estate Investment Trusts, short sales, margin sales, derivatives,
auction rate securities, options and other forms of securitized instruments shall not be deemed
acceptable investments, but minor positions may be held by Mutual Funds.
Monies appropriated by the Sag Harbor Union Free School District on behalf of JJML for
operating expenses shall not be invested in anything other than cash, cash equivalent or
obligations (i.e., bonds, Treasury bills, etc.) issued and fully insured or guaranteed as to the
payment of principal and interest, by the United States of America or a federal department or
agency thereof.
XI. Access
Only the Director has on-line and phone access for trading, but will report trades and
transfers to the president within 24 hours. All such transactions will be noted in the monthly
financial reports to the board.
XII. Gifts & Donations
Financial instruments including stocks, bonds, real estate and/or securities that are gifted or
donated to the Library that do not conform to this Investment Policy must be sold within 90
days and the cash proceeds used or invested according to this Investment Policy. Exceptions to
this period may be made by vote of the full Board in unusual circumstances.
Donors gifting stocks, bonds, and/or securities will receive acknowledgement for IRS purposes
listing the value at the time of donation.
Approved April 2015; Reviewed April 2018
Amended June 15, 2022
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Fund Balance Policy
Purpose and Use:
This policy is established to ensure the John Jermain Memorial Library’s financial security
through the maintenance of a fiscally responsible unrestricted and unreserved fund balance that
guides the creation, maintenance, and use of resources for financial stabilization purposes.
The Library’s primary objectives by way of establishing a reasonable fund balance are to
maintain a prudent level of financial resources to protect against reducing service levels;
stabilizing tax rates and fees; avoid borrowings to meet cash flow needs due to revenue
short-falls or unanticipated one-time expenditures; providing for the management of the
timing of receipts and disbursements; providing for contingency appropriations that may
be necessary to avoid budgetary dislocations, extraordinary assessments or other
necessary potential expenditures that may tend to impair the fiscal integrity of the
Library.
A reasonable and stable Fund Balance is recognized as an element of effective long-range
planning and can assure the maintaining of or improving bond/credit ratings; reducing reliance
on short-term borrowings and thereby reducing interest costs, as well as stabilizing and
protecting programs from cutbacks.
Accordingly, in conjunction adopting the annual budget, and consistent with prudent budgeting
practices necessary to ensure the orderly operation of the Library and the continued provision
of services, the Board of Trustees will fully review, consider and determine the appropriate
level of fund balance that is to be maintained from year-to-year being mindful of the
above-cited considerations.
The Library Director, Board President, and Treasurer shall annually prepare a report
documenting the status of the fund balance and provide for recommendations as to the balance
to be maintained into the subsequent fiscal year and present it to the Board of Trustees in
conjunction with the development of the annual budget, with the recommendations to be
formally adopted at the time of the adoption of the annual budget, at the first Board meeting
following the annual Budget Vote. Should the report disclose that there are unreserved,
undesignated funds available, a recommendation for the use of such funds shall be presented to
the Board in the report.
When an expense is incurred for purposes for which both restricted and unrestricted net assets
are available, the Library’s policy is to apply restricted net asset first. The Library Board of
Trustees accepts the following asset spending order, as defined in GASB 54:
● Restricted-fund balance amounts that can be spent only for the specific purposes
stipulated by external resource providers, for example, grant funds. Restrictions may be
changed or lifted only with the consent of the resource providers. Committed-fund
balance includes amounts that can be used only for the specific purposes determined by
the Library Board of Trustees as the highest level of decision-making authority.
38

● Commitments may be changed or lifted only by the Library Board of Trustees taking
the same formal action that imposed the constraint originally.
● Assigned-Fund Balance comprises amounts intended to be used by the Library for
specific purposes. Intent can be expressed by the Library Board of Trustees or by an
official or body to which the Library Board of Trustees delegates the authority.
Assigned fund balance represents the amount that is not restricted or committed.
● Unassigned-Fund balance is the residual classification for the general fund and includes
all amounts not contained in the other classifications. Unassigned amounts are
technically available for any purpose.
The John Jermain Memorial Library is committed to maintaining a prudent level of financial
resources to protect against the need to reduce service levels because of temporary revenue
shortfalls or unpredicted expenditures. The Library’s Minimum Fund Balance Policy requires a
Reserve for Economic Uncertainties, consisting of unassigned amounts, equal to no less than
six months of general fund operating expenditures. Annual withdrawals of up to 5% of the total
fund balance may be made to supplement funds for general operations and services.
Unassigned Fund Balance may be accessed in the event of unexpected expenditures up to the
minimum established level upon approval of a budget amendment by the Library Board.
Any budget amendment that will result in the Unassigned Fund Balance dropping below the
minimum level, or withdrawals in excess of 5% of the fund balance will require the approval of
a majority of the Library Board.
In the event that the balance drops below the established minimum level, the Library Board of
Trustees will develop a plan to replenish the fund balance to the established minimum level
within two years.
Approved August 2018
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Prepayment of Unapproved Bills
Approval is given to the Director to pay, when necessary, certain bills prior to their approval on
the schedule of claims.
Invoices which may be paid by check prior to Board approval include:
●
●
●
●
●
●
●
●
●
●

utility bills
U.S. Post Office fees and charges
freight and express charges
programmers
staff reimbursements
insurance
taxes
newspapers
credit card bills
payroll checks and related expenses

Also, in an emergency, the Director may consult the Board President to inquire whether he/she
will authorize a prepayment of an item not listed above. If approved, the Director may make a
payment prior to a Board meeting, at which time the trustees will review the payment.
Approved by the Board of Trustees: October 24, 2001
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Credit Card Policy
The John Jermain Memorial Library maintains a credit card for library related purposes only.
It has been put in place in order to facilitate purchases for the business office and for vendors
that do not invoice or accept purchase orders as well as to provide the convenience of the card
to authorized users, while maintaining strict accountability.
The Library Director will be responsible for the issuance, account monitoring, retrieval and
compliance with the credit card policy. Authorized users of the credit card are the Library
Director, who retains physical possession of the card. Other users may be added at the Library
Director’s recommendation as necessary for the completion of library related responsibilities.
Authorized users shall be responsible for the credit card’s use and shall not allow the card to be
used by anyone else or for any unauthorized purchases. Authorized users will surrender the
credit card upon leaving the employ of the Library or as requested to do so by the Library
Board of Trustees or Library Director.
The credit card may only be used to purchase goods or services for the official business of the
Library. Purchases must adhere to established purchasing policies. Documentation and
original receipts detailing the goods and services purchased must be submitted in a timely
manner (1 business day) to the Director by the authorized user.
It is expected that the Library Director will control access to the library card in a secured
location at all times. If the Director is absent or traveling a designated staff person may be
authorized to access the card.
Each authorized user is responsible for the protection of the credit card and shall immediately
notify the financial institution issuing the card if the card is lost or stolen, or if the account is
compromised. Written documentation to the business office should follow the report as soon as
possible detailing the date and circumstances of the theft or loss. Cash advances, cash
withdrawals, fines and private expenses are never authorized credit card uses. The Library
retains the right to take any and all measures consistent with current law for unauthorized use
of the credit card.
Any benefits and/or points derived from the use of the credit card shall be the property of the
Library.
The credit card bill will be included in the list of checks for approval by the Board of Trustees;
the bill and related paperwork are available for the Treasurer’s review.
May 15, 2019
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Purchasing and Procurement Policy

INTEGRITY AND ACCOUNTABILITY
The John Jermain Memorial Library Board of Trustees recognizes its responsibility to ensure
that the Library maintains internal accounting and administrative practices that protect its
financial resources. The Board of Trustees will serve in an advisory and oversight role so as to
assure that the integrity of the Library’s finances remain unimpeachable. The Director is
responsible for developing and maintaining practices that will adequately protect the Library’s
assets and funds. The Director will oversee proper training and supervision of the staff to
ensure fiscal accountability at the departmental level as well as the administrative level. When
policy and practices need to be changed, the Director will make those recommendations to the
Board of Trustees at the next regularly scheduled meeting.
PURCHASING AND PROCUREMENT
All items costing more than $500.00 per item require a signed purchase order for purchasing.
The Director is responsible for the signing and maintaining of purchase orders. The Director
may delegate portions of that duty to appropriate staff. All Library purchases will be made in a
lawful manner. Competitive Bidding is not required for an Association Library. Items or
services costing at least $10,000 will be brought to the attention of the Board of Trustees
and/or the Building Committee of the Board for discussion.
The Director may authorize the purchase of items or services costing less than $10,000;
however, for purchases that exceed $7,500 the Director should get at least three estimates,
unless the service or repair is performed by a vendor with whom the library has a pre-existing
service or maintenance contract.
The Director will choose the lowest, responsible estimate and report the purchase at the next
meeting of the Board of Trustees. Details of the estimates (name of vendor, price, and
description) will be recorded in the minutes.
When it is in the Library’s benefit to add to, repair, or upgrade existing systems, equipment, or
parts of the building by using the same vendor who supplied or previously repaired the original
system, equipment or part of the building, the Director may get Board and/or Building
Committee approval for such a purchase instead of getting estimates if the purchase will
exceed $10,000. In the event of a serious emergency that threatens safety or the ability of the
Library to stay open to the public the Director is authorized to take necessary action, the cost of
which shall not to exceed $25,000, if calling an emergency meeting of the Board of Trustees
beforehand is not practical.
APPROVED BY THE BOARD OF TRUSTEES: MARCH 2021
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Records Retention and Disposition
RESOLVED by the Board of Trustees of the John Jermain Memorial Library that New York
State Education Department Records Retention and Disposition Schedule MI-1 issued pursuant
to Article 57-A of the Arts and Cultural Affairs Law, and containing legal minimum retention
periods for local government records, including any future revisions and re-issuances thereof,
is hereby adopted for use by the Library in legally disposing of valueless records listed therein.
FURTHER RESOLVED, that in accordance with Article 57-A:
(a) those records that are described in New York State Education Department Records
Retention and Disposition Schedule MI-1 may only be dispersed of after they have met the
minimum retention periods described therein;
(b) only those records that do not have sufficient administrative, fiscal, legal, or historical value
to merit retention beyond established legal minimum periods may be disposed of.
FURTHER RESOLVED, that those records which the library maintains which are not
described in New York State Education Department Records Retention and Disposition
Schedule MI-1 may be disposed of after a period of no less than three months.
FURTHER RESOLVED, that the library director is responsible for the proper retention and
disposition of all library records in accordance with the above resolution.
Adopted by the Board of Trustees, May 2019
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Exhibit: Recommended record holding periods
Three Years
Auto mileage books
Bank deposit slips
Bank reconciliations
Budgets
Cancelled checks
Charitable acknowledgments
Correspondence
Deposit slips
Entertainment records
Expense reports
Expired insurance policies
Interim financial statements
Petty cash vouchers
Sales invoices
Vendor invoices
Depreciation schedules (keep up to 3 years
after
the life of asset has expired)
Employee personnel records (keep up to 3
years after termination)
Six Years
Bank loans (after payoff)
Bank statements
Contracts (after expiration)
Employee payroll records
Insurance records
Leases (after expiration)
Mortgage and notes receivable (after payoff)

Seven Years
Accounts payable ledgers
Accounts receivable ledgers
Canceled checks (except as shown in
permanent records below)
Employee time records
Inventory records (except LIFO)
Note receivable ledgers
Payroll tax records and reports
Subsidiary ledgers
Permanent Records
Annual audited financial statements
Canceled checks (for tax payments, fixed
asset purchases, etc.)
Chart of accounts
Company minutes
Corporate stock records
General ledgers and journals
IRS audit reports
IRS elections
Legal correspondence
LIFO inventory records
Property appraisals
Real estate purchase and sell records
Retirement plan reports
Tax returns
Trademark registrations
Workpapers for tax returns
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Library Organization and Administration

Library Director
The Library Director is the administrative head of the Library and is directly responsible to the
Board of Trustees. The Director acts in an advisory capacity to the Board: recommending
programs, policies and changes, attending monthly meeting of the Board at which time the
Director’s Report is submitted. The Director’s duties are to carry out the policies and decisions
of the Board both as they affect the general public and the Library staff. The Director is
responsible for the preparation of the proposed annual budget. The Director has the
responsibility for determining internal procedures and services, for selection of books and other
materials and for the complete discharge of all duties imposed upon by the policies and
regulations of the Board of Trustees.
The Director is in charge of all personnel, for assignment of duties, for maintaining staff esprit
de corps, service standards and staff development. He selects new staff members and
recommends their appointment to the Board; makes recommendations for promotion and salary
increments to be approved by the Board.
The Director has charge for the care of the building and equipment and for the efficiency of the
library’s service to the public.
The Director is the representative of the Board and acts as liaison between Library staff and the
Board. The Director welcomes communications which may lead to improvement of library
service or of personnel relationships and employment conditions either from individual staff
members or through established channels of communications to the Board.
When he or she is away, the Director will appoint someone to be in charge.

Approved by Board of Trustees, October 19, 2005
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Nepotism Policy
The John Jermain Memorial Library has determined it will be in its best interest to:
a)

avoid conflicts of interest between work-related and family-related obligations;

b)

reduce favoritism or even the appearance of favoritism;

c)

prevent family conflicts from affecting the workplace

Therefore, members of the John Jermain Memorial Library Board of Trustees and members of
their immediate families shall not be employed by the John Jermain Memorial Library. No
more than one member from the same immediate family may be employed to work at the John
Jermain Memorial Library at the same time in any capacity. “Immediate family” refers to any
Trustee or employee’s spouse, significant other, children, parents, siblings, stepchildren,
grandchildren or in-laws.

Approved by the Board of Trustees on March 16, 2005
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Equal Employment Opportunity Statement
The John Jermain Memorial Library fully adheres to all Federal and State laws which
guarantee equal employment opportunity to all persons based on individual qualifications and
abilities without regard to race, color, national origin, gender, age, sexual orientation, disability,
marital status, genetic predisposition or carrier status.
The Library recognizes its responsibility and obligation to insure that recruitment, selection for
hiring and promotions, compensation, benefits, demotions, layoffs and educational and training
programs will be administered in a fair and non-discriminatory manner.
The Director has the responsibility to ensure that all applicable employment laws are followed
and that all personnel decisions are made on a non-discriminatory basis.

Approved by the Board of Trustees: September 20, 2000.
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Library Staff Personnel Policy and Rules of Procedure
Purpose and Discussion
Rules of procedure must be established to promote effective and efficient operation of any
organization. This policy is intended to establish and promote such rules for the Library staff.
Supplementary, more detailed information will be provided in additional policies as deemed
necessary.
Probationary Period:
New employees are on probation for a period of six months from the date of employment,
during which time they are not eligible for any benefits.
Salary Payment:
The pay period for the John Jermain Memorial Library is bi-weekly. The pay periods begin on
Wednesday and end on the second Tuesday following. Pay checks are issued every other
Friday.
An official annual salary is approved for each regular employee by the Board of Trustees. The
Board will also approve hourly rates for temporary employees. Salary and wage increases
when approved by the Board become effective each January 1st. All employees will be paid at
least the rate required by the minimum wage law. Annual salary increases are generally a set
percentage determined by the Board of Trustees as part of their annual budget. Salary increases
are not automatic and will be based on the employee’s annual evaluations.
Length of Day:
Full time staff will work seven hour days; or the equivalent over a 14-day pay period for an
average of 70 hours per pay period.
Lunch and Rest Periods:
Personnel who work a minimum of a seven-hour day take an unpaid meal break of at least a
half hour each day. Staff members working a seven-hour day may take one 15 minute paid rest
period if staffing needs are met. Personnel who work a partial day will take a 15 minute rest
period if their working time is at least five hours. Breaks, other than lunch, must be taken on
the Library premises.
Professional Meetings and Conferences:
The Library encourages all employees to participate in relevant conferences, workshops and
organizations for professional development, time and funds permitting. The Director will
direct the staff members as to which conferences and workshops each should attend and make
available to them information regarding other conferences and workshops.
Authorized expenses will be paid in connection with Library business. Employees will be
reimbursed at the IRS per mile for the use of their own cars for attendance at professional
library meetings or other library business as authorized by the Director.
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Scheduling Procedure:
The hours of any employee may be changed occasionally when services or emergencies require
it, but a consistency of schedule is maintained by the Director and exceptions will be held to a
minimum.
Slow Times:
If circulation staff members find there is little activity in the library, they should seek other
assignments from a supervisor.
Staff Meetings:
All employees are required to attend periodically scheduled staff meetings and will be
compensated for the time.
Food and Drink:
Food and drink are not allowed in work or public areas except on special occasions approved
by the Director. Lunch and snacks are to be eaten in the Staff area. Water, in covered
containers, may be kept inconspicuously at work stations where there is no danger of spillage.
Personal Phone Calls:
The Library’s phones are for the purpose of handling business calls. Personal calls may be
made when they are necessary but should not interfere with business calls. No long distance
calls are allowed. No personal calls are to be made from the phone(s) at the circulation desks
or work areas.
Personal Appearance:
All employees are expected to dress and groom themselves appropriately for the job they
perform, observing accepted standards for professionalism and good taste.
Resignation:
Resignations are submitted to the Director. Support staff are expected to give notice of at least
two weeks prior to the last day of work. Professional staff members are expected to give notice
of at least one month prior to the last day of work. (Accrued leave due will be in addition to
this time.)
Leave for Library Meetings and Conventions:
Days spent attending library meetings and conventions of this type shall be considered working
days, if they have prior approval of the Board of Trustees.
Closing of Library:
In the event of inclement weather or other emergency, the closing of the Library will be the
responsibility of the Director or Assistant Director in consultation with an Officer of the Board
and will be determined by the necessity to provide for the safety of the staff and the desire to
remain open to the public so long as it appears useful.
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Smoking:
Smoking and vaping are prohibited in the entire building and surrounding areas within 100
feet.
Holidays:
Library closed; New Year’s Day, Martin Luther King Jr. Day, President’s Day, Memorial Day,
Juneteenth, Independence Day, Labor Day, Columbus Day, Veteran’s Day, Thanksgiving Day,
Christmas Eve Day, and Christmas Day
Library will close at 5:00 pm on New Year’s Eve and Thanksgiving Eve.
Dismissals and Disciplinary Procedures:
The purpose of this policy is to state the John Jermain Memorial Library’s position on
administering equitable and consistent discipline for unsatisfactory conduct in the workplace.
The following are grounds for suspension or immediate discharge:
●
●
●

●
●
●
●

Falsification of application for employment
Use or possession of alcohol or drugs is illegal on the library premises
Insubordination (Charges of insubordination brought by other than the
Director shall be heard and decided by the Director. Charges of
insubordination brought by the Director shall be heard and decided by the
Board Personnel Committee).
Theft of library or individual property
Tardiness or unsatisfactory attendance
Unauthorized absences
Violation of any library policy

Disciplinary action may call for any or all of four steps – verbal warnings, written warnings,
suspension with or without pay, or termination of employment – depending on the severity of
the problem and the number of occurrences. There may be circumstances when one or more
steps are bypassed before the employee is put on probation or terminated.
By using progressive discipline, the Board of Trustees hopes that most employee problems can
be corrected at an early stage, benefiting both the employee and the John Jermain Memorial
Library.
The Library recognizes that there are certain types of employee problems that are serious
enough to justify either a suspension, or termination of employment, without going through the
usual progressive discipline steps. Some of the problems listed above are serious offenses, but
not all serious offenses are listed.
Grievance Procedure:
A grievance is a specific, formal statement of dissatisfaction about a specific working
condition or procedure that directly involves the employee expressing the grievance. Any staff
member who has a grievance shall follow the procedure below:
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1.

Staff member shall meet with the Director to discuss the matter.

2.

If the staff member is dissatisfied following the discussion, then the grievance shall
be submitted to the Director in writing along with the specific relief requested; the
Director may respond in writing, if appropriate. Grievances must be submitted to
the Director within 5 days of the initial meeting. The Director must respond within
14 days.

3.

If the staff member is still not satisfied, he/she may send the grievance to the
Personnel Committee of the Board of Trustees, along with any other relevant
documentation.

4.

The matter shall be discussed by the Personnel Committee, and the employee will
be given an answer within 30 days.

5.

If the staff member still feels the problem has not been resolved, he/she may present
the grievance in writing to the entire Board at a regular meeting. The Board of
Trustees must respond in writing within 60 days of the Board meeting. The
decisions rendered by the John Jermain Memorial Library Board of Trustees will be
final and binding.

Any grievance that reaches Step 3 of the above procedure shall be reported to the Board at its
next regular monthly meeting.

Approved by the Board of Trustees, October 19, 2005. Updated September 2021.
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Sexual Harassment Policy for All Employers in New York State
Introduction
John Jermain Memorial Library is committed to maintaining a workplace free from sexual
harassment. Sexual harassment is a form of workplace discrimination. John Jermain Memorial
Library has a zero-tolerance policy for any form of sexual harassment, and all employees are
required to work in a manner that prevents sexual harassment in the workplace. This Policy is
one component of the Library’s commitment to a discrimination-free work environment.
Sexual harassment is against the law. All employees have a legal right to a workplace free from
sexual harassment, and employees can enforce this right by filing a complaint internally with
John Jermain Memorial Library, or with a government agency or in court under federal, state or
local antidiscrimination laws.
Adoption of this policy does not constitute a conclusive defense to charges of unlawful sexual
harassment. Each claim of sexual harassment will be determined in accordance with existing
legal standards, with due consideration of the particular facts and circumstances of the claim,
including but not limited to the existence of an effective anti-harassment policy and procedure.
Policy:
1. John Jermain Memorial Library Policy applies to all employees, applicants for employment,
interns, whether paid or unpaid, contractors and persons conducting business with John
Jermain Memorial Library.
2. Sexual harassment will not be tolerated. Any employee or individual covered by this policy
who engages in sexual harassment or retaliation will be subject to remedial and/or disciplinary
action, up to and including termination.
3. Retaliation Prohibition: No person covered by this Policy shall be subject to adverse
employment action including being discharged, disciplined, discriminated against, or otherwise
subject to adverse employment action because the employee reports an incident of sexual
harassment, provides information, or otherwise assists in any investigation of a sexual
harassment complaint. John Jermain Memorial Library has a zero-tolerance policy for such
retaliation against anyone who, in good faith complains or provides information about
suspected sexual harassment. Any employee of John Jermain Memorial Library who retaliates
against anyone involved in a sexual harassment investigation will be subjected to disciplinary
action, up to and including termination. Any employee, paid or unpaid intern, or non-employee
working in the workplace who believes they have been subject to such retaliation should
inform the director or other supervisory person. Any employee, paid or unpaid intern or
non-employee who believes they have been a victim of such retaliation may also seek
compensation in other available forums, as explained below in the section on Legal
Protections.
4. Sexual harassment is offensive, a violation of our policies, unlawful, and subjects John
Jermain Memorial Library to liability for harm to victims of sexual harassment. Harassers may
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also be individually subject to liability. Employees of every level who engage in sexual
harassment, including managers and supervisors who engage in sexual harassment or who
knowingly allow such behavior to continue, will be penalized for such misconduct.
5. John Jermain Memorial Library will conduct a prompt, thorough and confidential
investigation that ensures due process for all parties, whenever management receives a
complaint about sexual harassment, or otherwise knows of possible sexual harassment
occurring. Effective corrective action will be taken whenever sexual harassment is found to
have occurred. All employees, including managers and supervisors, are required to cooperate
with any internal investigation of sexual harassment.
6. All employees are encouraged to report any harassment or behaviors that violate this policy.
John Jermain Memorial Library will provide all employees a complaint form for employees to
report harassment and file complaints.
7. Managers and supervisors are required to report any complaint that they receive, or any
harassment that they observe to the director of the Library.
8. This policy applies to all employees, paid or unpaid interns, and non-employees and all must
follow and uphold this policy. This policy must be posted prominently in all work locations
and be provided to employees upon hiring.
What Is “Sexual Harassment”?
Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and
(where applicable) local law. Sexual harassment includes harassment on the basis of sex,
sexual orientation, gender identity and the status of being transgender.
Sexual harassment includes unwelcome conduct which is either of a sexual nature, or which is
directed at an individual because of that individual’s sex when:
● Such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile or offensive work environment,
even if the complaining individual is not the intended target of the sexual harassment;
● Such conduct is made either explicitly or implicitly a term or condition of employment;
or
● Submission to or rejection of such conduct is used as the basis for employment
decisions affecting an individual’s employment.
Examples of sexual harassment
The following describes some of the types of acts that may be unlawful sexual harassment and
that are strictly prohibited:
1. Touching, pinching, patting, grabbing, brushing against another employee’s body or
poking another employees’ body;
2. Rape, sexual battery, molestation or attempts to commit these assaults.
3. Requests for sexual favors accompanied by implied or overt threats concerning the
victim’s job performance evaluation, a promotion or other job benefits or detriments;
4. Subtle or obvious pressure for unwelcome sexual activities.
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5. Sexually oriented gestures, noises, remarks, jokes or comments about a person’s
sexuality or sexual experience, which create a hostile work environment.
6. Sexual or discriminatory displays or publications anywhere in the workplace, such as:
7. Displaying pictures, posters, calendars, graffiti, objects, promotional material, reading
materials or other materials that are sexually demeaning or pornographic. This includes
such sexual displays on workplace computers or cell phones and sharing such displays
while in the workplace.
8. Hostile actions taken against an individual because of that individual’s sex, sexual
orientation, gender identity and the status of being transgender, such as:
• Interfering with, destroying or damaging a person’s workstation, tools or
equipment, or otherwise interfering with the individual’s ability to perform the
job;
• Sabotaging an individual’s work.
Who can be a target of sexual harassment?
Sexual harassment can occur between any individuals, regardless of their sex or gender. New
York Law protects employees, paid or unpaid interns, and non-employees, including
independent contractors, and those employed by companies contracting to provide services in
the workplace. A perpetrator of sexual harassment can be a superior, a subordinate, a coworker
or anyone in the workplace including an independent contractor, contract worker, vendor,
client, customer or visitor.
Where can sexual harassment occur?
Unlawful sexual harassment is not limited to the physical workplace itself. It can occur while
employees are traveling for business or at employer sponsored events or parties. Calls, texts,
emails, and social media usage by employees can constitute unlawful workplace harassment,
even if they occur away from the workplace premises or not during work hours. Sexual
Harassment can also occur when a person in authority tries to trade job benefits for sexual
favors. This can include hiring, promotion, and continued employment. This is also called
quid pro quo harassment.
What is “Retaliation”?
Unlawful retaliation can be any action that would keep a worker from coming forward to make
or support a sexual harassment claim. Adverse action need not be job-related or occur in the
workplace to constitute unlawful retaliation.
Such retaliation is unlawful under federal, state, and (where applicable) local law. The New
York State Human Rights Law protects any individual who has engaged in “protected activity.”
Protected activity occurs when a person has:
● filed a complaint of sexual harassment, either internally or with any anti-discrimination
agency;
● testified or assisted in a proceeding involving sexual harassment under the Human
Rights Law or other anti-discrimination law;
● opposed sexual harassment by making a verbal or informal complaint to management,
or by simply informing a supervisor or manager of harassment;
● complained that another employee has been sexually harassed.
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● encouraged a fellow employee to report harassment.
Reporting Sexual Harassment
Preventing sexual harassment is everyone’s responsibility. John Jermain Memorial Library
cannot prevent or remedy sexual harassment unless it knows about it. Any employee, paid or
unpaid intern or non-employee who has been subjected to behavior that may constitute sexual
harassment is encouraged to report such behavior to a supervisor, manager or director. Anyone
who witnesses or becomes aware of potential instances of sexual harassment should report
such behavior to a supervisor, manager or director.
Reports of sexual harassment may be made verbally or in writing. A form for submission of a
written complaint is attached to this Policy, and all employees are encouraged to use this
complaint form. Employees who are reporting sexual harassment on behalf of other employees
should use the complaint form and note that it is on another employee’s behalf.
Supervisory Responsibilities
All supervisors and managers who receive a complaint or information about suspected sexual
harassment, observe what may be sexually harassing behavior or for any reason suspect that
sexual harassment is occurring, are required to report such suspected sexual harassment to the
director.
In addition to being subject to discipline if they engaged in sexually harassing conduct
themselves, supervisors and managers will be subject to discipline for failing to report
suspected sexual harassment or otherwise knowingly allowing sexual harassment to continue.
Supervisors and managers will also be subject to discipline for engaging in any retaliation.
Complaint and Investigation of Sexual Harassment
All complaints or information about suspected sexual harassment will be investigated, whether
that information was reported in verbal or written form. Investigations will be conducted in a
timely manner, and will be confidential to the extent possible.
An investigation of any complaint, information or knowledge of suspected sexual harassment
will be prompt and thorough, and should be completed within 30 days. The investigation will
be confidential to the extent possible. All persons involved, including complainants, witnesses
and alleged perpetrators will be accorded due process to protect their rights to a fair and
impartial investigation.
Any employee may be required to cooperate as needed in an investigation of suspected sexual
harassment. Employees who participate in any investigation will not be retaliated against.
Investigations will be done in accordance with the following steps:
Upon receipt of complaint, the director will conduct an immediate review of the allegations,
and take any interim actions, as appropriate. If complaint is verbal, encourage the individual to
complete the “Complaint Form” in writing. If he or she refuses, prepare a Complaint Form
based on the oral reporting.
If documents, emails or phone records are relevant to the allegations, take steps to obtain and
preserve them.
Request and review all relevant documents, including all electronic communications.
Interview all parties involved, including any relevant witnesses;
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Create a written documentation of the investigation (such as a letter, memo or email), which
contains the following:
A list of all documents reviewed, along with a detailed summary of relevant documents;
A list of names of those interviewed along with a detailed summary of their statements
A timeline of events
A summary of prior relevant incidents reported or unreported
The final resolution of the complaint, together with any corrective actions action(s).
Keep copies of all documentation in employee files.
Promptly notify the individual who complained and the individual(s) who responded of the
final determination and implement any corrective actions identified in the written document.
Inform the individual who complained of their right to file a complaint or charge externally as
outlined below.
Legal Protections and External Remedies
Sexual harassment is not only prohibited by John Jermain Memorial Library but is also
prohibited by state, federal, and, where applicable, local law.
Aside from the internal process at John Jermain Memorial Library, employees may also choose
to pursue legal remedies with the following governmental entities at any time.
New York State Division of Human Rights (DHR)
The Human Rights Law (HRL), codified as N.Y. Executive Law, art. 15, § 290 et seq., applies
to employers in New York State with regard to sexual harassment, and protects employees,
paid or unpaid interns and non-employees regardless of immigration status. A complaint
alleging violation of the Human Rights Law may be filed either with DHR or in New York
State Supreme Court.
Complaints with DHR may be filed any time within one year of the harassment. If an
individual did not file at DHR, they can sue directly in state court under the HRL, within three
years of the alleged discrimination. An individual may not file with DHR if they have already
filed a HRL complaint in state court.
Complaining internally to John Jermain Memorial Library does not extend your time to file
with DHR or in court. The one year or three years is counted from date of the most recent
incident of harassment.
You do not need an attorney to file a complaint with DHR, and there is no cost to file with
DHR.
DHR will investigate your complaint and determine whether there is probable cause to believe
that discrimination has occurred. Probable cause cases are forwarded to a public hearing before
an administrative law judge. If discrimination is found after a hearing, DHR has the power to
award relief, which varies but may include requiring your employer to take action to stop the
harassment, or redress the damage caused, including paying monetary damages, attorney’s fees
and civil fines. The New York State Division of Human Rights central headquarters is located
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at One Fordham Plaza, 4th Floor, Bronx, NY 10458. You may call us toll-free at
1-888-392-3644. General inquiries may also be directed to info@dhr.ny.gov.
United States Equal Employment Opportunity Commission (EEOC)
The EEOC enforces federal anti-discrimination laws, including Title VII of the 1964 federal
Civil Rights Act (codified as 42 U.S.C. § 2000e et seq.). An individual can file a complaint
with the EEOC anytime within 300 days from the harassment. There is no cost to file a
complaint with the EEOC. The EEOC will investigate the complaint, and determine whether
there is reasonable cause to believe that discrimination has occurred, at which point the EEOC
will issue a Right to Sue letter permitting the individual to file a complaint in federal court.
The EEOC does not hold hearings or award relief, but may take other action including
pursuing cases in federal court on behalf of complaining parties. Federal courts may award
remedies if discrimination is found to have occurred.
If an employee believes that he/she has been discriminated against at work, he/she can file a
“Charge of Discrimination.” The EEOC has district, area, and field offices where complaints
can be filed. Contact the EEOC by calling 1-800-669-4000 (1-800-669-6820 (TTY)), visiting
their website at www.eeoc.gov or via email at info@eeoc.gov
If an individual filed an administrative complaint with DHR, DHR will file the complaint with
the EEOC to preserve the right to proceed in federal court.
Local Protections
Many localities enforce laws protecting individuals from sexual harassment and discrimination.
An individual should contact the county, city or town in which they live to find out if such a
law exists. For example, employees who work in New York City may file complaints of sexual
harassment with the New York City Commission on Human Rights. Contact their main office
at Law Enforcement Bureau of the NYC Commission on Human Rights, 40 Rector Street, 10th
Floor, New York, New York; call 311 or (212) 306-7450; or visit
www.nyc.gov/html/cchr/html/home/home.shtml
Contact the Local Police Department
If the harassment involves physical touching, coerced physical confinement or coerced sex
acts, the conduct may constitute a crime. Contact the local police department.
Approved September 2018
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Complaint Form for Reporting Sexual Harassment
John Jermain Memorial Library
New York State Labor Law requires all employers to adopt a sexual harassment prevention
policy that includes a complaint form for employees to report alleged incidents of sexual
harassment.
If you believe that you have been subjected to sexual harassment, you are encouraged to
complete this form and submit it to [person or office designated; contact information for
designee or office; how the form can be submitted]. Once you submit this form, your employer
must follow its sexual harassment prevention policy and investigate any claims.
If you are more comfortable reporting verbally or in another manner, your employer is still
required to follow its sexual harassment prevention policy by investigating the claims as
outlined at the end of this form.
For additional resources, visit: ny.gov/combatting-sexual-harassment
COMPLAINANT INFORMATION
Name:
Home Address:
Work Address:
Home Phone:
Work Phone:
Job Title:
Email:
SUPERVISORY INFORMATION
Immediate Supervisor’s Name:
Title:
Work Phone:
Work Address:
COMPLAINT INFORMATION
1. Your complaint of Sexual Harassment is made against:
Name:
Title:
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Work Address:
Work Phone:
Relationship to you (supervisor, co-worker, subordinate, etc.):
2. Please describe the conduct or incident(s) that is the basis of this complaint and your reasons
for concluding that the conduct is sexual harassment. Please use additional sheets of paper if
necessary and attach any relevant documents or evidence.
3. Date(s) sexual harassment occurred:
Is the sexual harassment continuing? Yes No
4. Please list the name and contact information of any witnesses or individuals that may have
information related to your complaint:
The next two questions are optional, but may help facilitate the investigation.
5. Have you previously complained or provided information (verbal or written) about sexual
harassment at John Jermain Memorial Library? If yes, when and to whom did you complain or
provide information?
Employees that file complaints with their employer might have the ability to get help or file
claims with other entities including federal, state or local government agencies or in certain
courts.
6. Have you filed a claim regarding this complaint with a federal, state or local government
agency?
Yes No
7. Have you instituted a legal suit or court action regarding this complaint?
Yes No
8 Have you hired an attorney with respect to this complaint?
Yes No
I request that [name of employer] investigate this complaint of sexual harassment in a timely
and confidential manner as outlined below, and advise me of the results of the investigation.
Signature: __________________________ Date: __________________
Adoption of this form does not constitute a conclusive defense to charges of unlawful sexual
harassment. Each claim of sexual harassment will be determined in accordance with existing
legal standards, with due consideration of the particular facts and circumstances of the claim,
including but not limited to the existence of an effective anti-harassment policy and procedure.
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Approved September 2018
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Employee Compensation and Leave
All leave requests of any kind must be submitted to, and approved by the director.
Full time employees
As well as a salary or hourly pay rate, full time employees are eligible for additional benefits.
These benefits include:
Health Insurance. The employee after six months of employment is able to receive family or
Individual health insurance coverage through the Library’s plan. (Currently the New York
State Health Insurance Plan) The employee must pay 10% of the Library’s yearly cost of the
insurance. This will be taken out of the employee’s paychecks in even installments. The
employee can choose not to receive health insurance, although there will be no additional
financial compensation in such instances.**
Life Insurance. Full-time employees are covered by the library's life insurance policy after six
months of employment.
Retirement. The employee after six months of employment is able to join the Library’s
retirement plan. (Currently TIAA-CREF). The employee must contribute 2% of their yearly
pay (in even installments) to the plan and the library will contribute 4% of the employee’s
yearly wage (in even installments) to the plan. An employee can choose not to join the
retirement plan.
Holiday Leave. Employees are entitled to twelve days holiday leave:
New Year’s Day,
Memorial Day,
Labor Day,
Thanksgiving Day,
Martin Luther King Day,
Juneteenth,
Veteran’s Day,
Christmas Eve,
Presidents Day,
Independence Day,
Columbus Day,
Christmas Day
Vacation Days. After six months of employment an employee begins earning vacation time.
After the employee’s first six months of employment is completed the amount of vacation time
they receive in the current calendar year is prorated. Twelve days of vacation time is granted
per calendar year. After three years of full-time employment an employee earns an additional
three vacation days per year, bringing the total to fifteen per year. These additional days begin
being granted at the start of the calendar year following the employment anniversary. After
five years of employment an employee earns an additional five vacation days per year,
bringing the total to twenty days per year. These additional days begin being granted at the
start of the calendar year following the employment anniversary. Vacation days must be used
in the year they are granted. They are never carried over from year to year. Employees will be
compensated for the percentage of unused vacation time, equal to the percentage of the year
worked, should their employment terminate during a calendar year.
Approved December 2018
Amended and approved September 2021
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Part time employees
Pay rate: Part time employees are eligible for an hourly pay rate.
Vacation time: Part-time staff will receive a percentage of full-time employees’ vacation
benefits proportionate to hours regularly worked. Annual vacation leave hours for part-time
staff are equal to the average number of hours paid per pay period in the previous year.
Vacation leave hours are awarded on January 1 of each calendar year. These hours are not
subject to change by the employer even if the employee’s scheduled hours drop in number.
Part-time staff wanting to take vacation hours during a time when they are scheduled and the
library is open must request the time off from the Director; the request will be approved only if
the employee has sufficient time. Vacation hours do not accumulate, and cannot be carried over
from year to year. There is no compensation for unused vacation hours at the time an employee
ceases employment with JJML.(JJML Personnel Manual. Adopted: Dec. 2007 reviewed 2013.)
Personal Days: All regularly scheduled part-time staff members receive one paid personal day
annually. Whenever possible, Director and Supervisor should be notified in advance about the
scheduling of these days. Personal days should not be combined with holiday and/or vacation
time. Personal days have no hourly equivalent, and any portion of a day used is counted as a
full day. Personal Days do not accumulate and cannot be carried over from year to year. There
is no compensation for unused personal days at the time an employee ceases employment with
JJML. Adopted: Dec.12, 2007
Holiday Time: Beginning January 1, 2022, part-time staff working a regular schedule of 21
hours per week (42 hours per pay-period) or more, will receive pro-rated paid holiday time, in
addition to the current prorated sick leave and vacation time benefits. So, for example, if you
work 21 hours a week you are employed at 3/5 of full time, so you will receive pay for 3/5 of 7
hours, or 4.25 hours of time on your time-sheet for each holiday (the full-time equivalent of a
paid federal holiday). Adopted November 17, 2021.
Health Insurance: Part-time staff working between 28 and 34 hours per week/56 hours to 68
hours per pay period on a regularly scheduled basis are eligible for individual or family health
care coverage after six months of employment. (Currently the New York State Health
Insurance Plan.) The employee must pay 10% of the Library’s yearly cost of the insurance.
This will be taken out of the employee’s paychecks in even installments. Eligible employees
can choose not to receive health insurance, although there will be no additional financial
compensation in such instances.
Approved December 2018; Revised and approved August 2021

62

Sick Leave Policy
The John Jermain Memorial Library awards sick leave benefits for part-time staff based on an
accrual system: Annual sick leave hours for part-time staff are equal to the average number of
hours paid per pay period in the previous year. Sick leave hours are awarded on January 1 of
each calendar year. These hours are not subject to change by the employer even if the
employee’s scheduled hours drop in number. Up to 40 hours per year may be carried forward.
This system for accruals is in excess of the hours mandated under NYS legislation. Such
upfront sick leave is not subject to later revocation or reduction by the employer if the
employee reduces hours. The employer will not pay an employee for unused sick leave upon
the employee’s termination, resignation, retirement or other separation from employment.
The John Jermain Memorial Library policy awards 70 hours of paid sick leave to full-time
staff. Sick leave hours are awarded on January 1 of each calendar year. Full-time employees
who commence employment after the beginning of the calendar year will be awarded sick
leave benefits on a prorated basis. These hours are not subject to change by the employer even
if the employee’s scheduled hours drop in number. Up to 490 hours per year may be carried
forward. This system is in excess of the hours mandated under NYS legislation. Such up-front
sick leave is not subject to later revocation or reduction by the employer if the employee
reduces hours. The employer will not pay an employee for unused sick leave upon the
employee’s termination, resignation, retirement or other separation from employment.
Permitted Uses of Sick Leave
After January 1, 2021, employees may use sick leave hours following a verbal or written
request to their employer for the employee or a member of their family for whom they are
providing care or assistance with care as follows:
1. For a mental or physical illness, injury, or health condition of the employee or the
employee’s family member, regardless of whether the illness, injury, or health condition has
been diagnosed or requires medical care at the time the employee requests the leave.
2. For the diagnosis, care or treatment of a mental or physical illness, injury or health condition
of, or need for medical diagnosis of, or preventive care for, the employee or the employee’s
family member.
3. For an absence from work due to any of the following reasons when the employee or
employee’s family member has been the victim of domestic violence, a family offense, sexual
offense, stalking or human trafficking:
a. to obtain services from a domestic violence shelter, rape crisis center, or other
services program;
b. to participate in safety planning, temporarily or permanently relocate, or take other
actions to increase the safety of the employee or employee’s family members;
c. to meet with an attorney or other social services provider to obtain information and
advice on, and prepare for or participate in any criminal or civil proceeding;
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d. to file a complaint or domestic incident report with law enforcement to meet with a
district attorney’s office;
f. to enroll children in a new school; or
g. to take any other actions necessary to ensure the health or safety of the employee or
the employee’s family member or to protect those who associate or work with the
employee.
h. to file a complaint or domestic incident report with law enforcement;
i. to meet with a district attorney’s office;
j. to enroll children in a new school; or
k. to take any other actions necessary to ensure the health or safety of the employee or
the employee’s family member or to protect those who associate or work with the
employee.
For purposes of these sick leave and “safe leave” uses, the term “family member” means an
employee’s child (including a biological, adopted or foster child, a legal ward or a child for
whom the employee is standing in loco parentis),spouse, domestic partner, parent (including a
biological, foster, step- or adoptive parent, legal guardian of an employee or a person who
stood in loco parentis when the employee was a minor child), sibling, grandchild or
grandparent, and the child or parent of an employee’s spouse or domestic partner.
Leave Increments
Employees are permitted to use sick leave in no less than 30 minute in increments.
Rate of Pay
Employees will be paid their normal rate of pay for any paid leave time used under this policy.
Recordkeeping
John Jermain Memorial Library is required to keep payroll records for six years, which must
include the amount of sick leave accrued and used by each employee on a weekly basis.
Currently these records are maintained through the JJML electronic payroll system, and
discussed with each employee at the time of the annual review.
Upon the request of an employee, the employer is required to provide, within three business
days, a summary of the amounts of sick leave accrued and used by the employee in the current
calendar year and/or any one of the six previous calendar year.
Confidentiality and Prohibition of Discrimination and Retaliation
John Jermain Memorial Library may not condition an employee’s use of sick leave on the
disclosure of confidential information relating to an employee or an employee’s family
member’s mental or physical illness, injury, or health condition or information relating to an
employee’s absence from work due to domestic violence, a sexual offense, stalking or human
trafficking.
The Library may, however, continue to require employees to certify that they are using sick
leave for an appropriate purpose without requiring disclosure of confidential information.
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[note: As of 01/19/2021, the new law does not define what is meant by “confidential
information.” Until relevant regulations or guidance are issued, we interpret “confidential
information” to include information that reveals the underlying basis for needing to take sick
leave.]
John Jermain Memorial Library cannot discharge, threaten, penalize, or in any other manner
discriminate or retaliate against an employee because the employee has exercised his or her
rights afforded pursuant to NYS law, including requesting and using sick leave. Furthermore,
employees must be restored to their position of employment as it had been prior to any sick
leave taken. Employees who believe that they have been retaliated against for exercising their
sick leave rights should contact the Department of Labor’s Anti-Retaliation Unit at
888-52-LABOR or LSAsk@labor.ny.gov
Approved December 2018
Amended and approved July 2020
Sick Leave Policy Amended to comply with NYS Legislation, effective 1/1/2021.
All Employees
All employees are eligible for the following:
Bereavement Leave. All employees are granted leave time in the case of the death of a family
member. There are two types granted.
a) Immediate family; Five days leave will be granted. Days beyond that will be
deducted from the employee’s annual leave time. Immediate family shall be
defined as parent, sibling, spouse, child or legal partner.
b) Close relative; Three days leave will be granted. Days beyond that will be deducted
from the employee’s annual leave time. Close relative shall be defined as
grandparents or in-laws.
c) Other situations requiring leave will be reviewed by the Director.
Disability Insurance. All employees are covered by the Disability Insurance, as required by
New York State Law. Full-time employees are also covered by the library’s Long Term
Disability Insurance.
Unemployment Insurance. All employees are covered by Unemployment Insurance as
required by New York State Law.
Family Medical Leave Insurance. All employees are covered by Family Medical Leave
Insurance as required by New York State Law.
Workmen’s Compensation. All employees are protected by the New York State Workmen’s
Compensation Law for any injury or disease arising from employment at the Library. If you
are injured at work you must report the injury immediately to the Director who will take
appropriate action.
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Amended by the Board of Trustees on May 21, 2003.
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Jury Duty
John Jermain Memorial Library supports staff completing jury duty, and acknowledges the
importance of this civic duty. Full- and part-time employees will be continued in full pay status
during time off for jury duty. If any payment is received for jury duty, other than travel
expenses, it must be turned over to the Library if the staff member wants to be regularly paid
for such time spent on jury duty. All employees who are scheduled to work on a weekend
during jury duty, are expected to work weekend hours if not actively serving on a jury for those
days.
All employees must provide the director with written proof of jury duty summonses and
service.
May 15, 2019
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Family Leave Policy
New York State Paid Family Leave 2022
John Jermain Memorial Library fully complies with the New York Paid Family Leave Act; any
changes or updates to mandated benefits will be due the employee even if the language of this
policy has not yet been updated to reflect the change. As per NYS legislation, in 2021, eligible
employees can take up to 12 weeks of Paid Family Leave, and will receive 67% of their
average weekly salary up to a cap of $1,068.36 (2022 rate to update annually). The benefit is
calculated as per the rate in effect on the first day of the leave.
NYS Paid Family Leave (PFL) provides job-protected, paid time off for the birth of a son or
daughter or placement of a son or daughter with the employee for adoption or foster care; to
bond with a newly born, adopted or fostered child; care for a spouse, son, daughter or parent
with a serious health condition that makes the employee unable to perform the essential
functions of his or her job including incapacity due to pregnancy and for parental medical care;
or for any qualifying exigency arising out of the fact that a spouse, son, daughter or parent is a
military member or covered active duty, or call to covered active duty status.
NYS Paid Family Leave (PFL) works in concert with NYS mandated Sick Leave Policies,
short-term disability and Workers’ Compensation. Employees cannot utilize PFL for their own
illnesses. (Employers in New York are subject to additional FMLA benefits, only if they have
at least 50 employees for at least 20 weeks in the current or previous year. As of the most
recent review of this policy, JJML is exempt as it does not meet the minimum threshold of 50
employees.)
You may not take more than 26 combined weeks of short-term disability and Paid Family
Leave in a 52-week (rolling) period. If you are unable to work and qualify for Workers’
Compensation Benefits, you may not use Paid Family Leave benefits at the same time as you
are receiving Workers’ Compensation benefits.
While the law provides for intermittent leave, when more than three months pass between days
of PFL, your next period of leave is considered a new incident, and a new request, with new
paperwork, must be submitted.
As per provisions in the legislation, JJML employees may not supplement PFL concurrently
with accrued time in order to receive full pay during their absence. While on PFL, employees
will not continue to accrue sick or vacation time.
Although the State provides an option for funding Paid Family Leave through employee
payroll contributions that are set each year to match the cost of coverage, John Jermain has
opted to pay this premium on behalf of the employee.

Eligibility:
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All eligible employees are entitled to participate in Paid Family Leave, regardless of
citizenship and/or immigration status.
Full-time employees: Employees who work a regular schedule of 20 or more hours per week
are eligible after 26 consecutive weeks of employment.
Part-time employees: Employees who work a regular schedule of less than 20 hours per week
are eligible after working 175 days, which do not need to be consecutive.
These totals are to include any paid-time off. Time spent on paid vacation, sick or personal
days is counted toward an employee’s eligibility determination.
Qualifying Events:
New Child: You can take Paid Family Leave during the first 12 months following the birth,
adoption, or fostering of a child. Expectant mothers cannot take Paid Family Leave for their
own pregnancy. Paid Family Leave for the birth of a child begins after the birth, and may be
taken at any time during the first 12 months of the child’s birth, adoption, or foster placement,
provided that you remain an eligible covered employee. It is not available for prenatal
conditions.
Serious Illness: You can take Paid Family leave to care for a close relative with a serious health
condition. These relatives can live outside of New York State and even outside the country.
You cannot take Paid Family Leave for your own health condition. A serious health condition
is an illness, injury, impairment, or physical or mental condition that involves: Inpatient care in
a hospital, hospice, or residential health care facility, or continuing treatment or continuing
supervision by a healthcare provider.
Military Active Service Deployment: You can take Paid Family Leave to assist with family
situations arising when your spouse, domestic partner, child, or parent is deployed abroad on
active military service or has been notified of an impending military deployment abroad. You
cannot use Paid Family Leave for your own qualifying military event.
For the purposes of this policy, a close relative is defined as: Spouse, Domestic Partner, Child,
Stepchild, Foster Child, or Adopted Child; Parent and Stepparent; Parent-in-law; Grandparent,
Grandchild, or Sibling.

Employee Rights and Protections

69

You have job protection, ensuring you can return to the same job (or a comparable one) when
you return from Paid Family Leave.
You can keep your health insurance while on leave. If you contribute to the cost of your health
insurance, you must continue to pay your portion of the premium cost while on leave.
Your employer is prohibited from discriminating or retaliating against you for requesting or
taking Paid Family Leave.
You do not have to take all of your sick and/or vacation time before using Paid Family Leave,
although you may choose to use accrued time before beginning Paid Family Leave.
Taking Paid Family Leave Procedures
1. Notify your employer. When you want to take Paid Family Leave, you must notify your
employer at least 30 days before your leave will start if it’s foreseeable. Otherwise,
notify your employer as soon as possible.
2. Obtain required forms. Contact your employer, or visit PaidFamilyLeave.ny.gov to
obtain the required forms.
3. Complete and attach: The Request For Paid Family Leave (Form PFL-1) has sections
that need to be completed by you and by your employer. Fill out your section, make a
copy and give the form to your employer to fill out Part B. Your employer is required to
return Form PFL-1 to you within three business days. If there is a delay, you do not
have to wait to proceed. Send the Form PFL-1 that you have filled out, along with the
rest of your request package, directly to your employer’s PFL insurance carrier.
4. Obtain and attach supporting documentation. The specific documentation or additional
forms required for each type of leave are described on the request for Paid Family
Leave and at PaidFamilyLeave.ny.gov/Apply.
5. Submit your request forms and supporting documentation. You must submit your
completed request package to your employer’s insurance carrier within 30 days after
the start of your leave to avoid losing benefits. In most cases, the insurance carrier must
pay or deny benefits within 18 calendar days of receiving your completed request or
your first day of leave, whichever is later.
Discrimination Complaints
Employees are protected from discrimination and retaliation for requesting or taking Paid
Family Leave. If your employer terminates your employment, reduces your pay and/or
benefits, or disciplines you in any way as a result of you requesting or taking Paid Family
Leave, send your employer’s designated Paid Family Leave contact a formal request for job
reinstatement using the Formal Request For Reinstatement Regarding Paid Family Leave
(Form PFL-DC-119), which can be found in the forms section of PaidFamilyLeave.ny.gov. File
the completed form with your employer and send a copy to: Paid Family Leave, P. O. Box
9030, Endicott, NY 13761-9030.
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If your employer fails to comply with the request for reinstatement within 30 days, you may
file a Paid Family Leave discrimination complaint with the Workers’ Compensation Board
using Paid Family Leave Discrimination Complaint (Form PFL-DC-120), which is also
available on the Paid Family Leave website. Once your complaint is received, the Board will
assemble your case and schedule a preliminary hearing in front of a Workers’ Compensation
Law Judge.
Adopted by the Board of Trustees, November 2019, Needs annual review for compliance.
Reviewed and approved with updates for 2021, March 2021
Annual review and updates in December 2021 for changes in 2022 - CCS
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Breastfeeding Policy
John Jermain Memorial Library provides a supportive environment to enable breastfeeding
employees and patrons to express their milk and/or breastfeed during business hours. Support
for breastfeeding employees is for up to three years following the birth of a child. Employees
cannot be discriminated against for choosing to express breast milk while at work
John Jermain Memorial Library subscribes to the following worksite support policy. This
policy and related legislation shall be communicated to all current employees, and included in
new employee orientation training.
Library Responsibilities
John Jermain Memorial Library’s lactation support program will include:
● Milk Expression Breaks
Breastfeeding employees are allowed to breastfeed or express milk during work hours using
their normal breaks and meal times. For any additional time that may be needed beyond the
usual break times, employees may use personal leave or may make up the time as negotiated
with their supervisors.
● A Place to Express Milk
A private room (not a toilet stall or restroom), shall be available for employees to breastfeed or
express milk when it isn’t in use for library programs or meetings. It will be in an accessible
location, in close proximity to the employees’ workstations. The room will be private and
sanitary, located near a sink (staff kitchenette) with running water for washing hands and
rinsing out breast pump parts, and have an electrical outlet. If employees prefer, they may also
breastfeed or express milk in their own private offices, or in other comfortable locations agreed
upon in consultation with the employee’s supervisor. Expressed milk can be stored in
designated refrigerators.
● Education
Prenatal and postpartum breastfeeding classes, informational materials, and community
resources are available for all mothers and fathers, as well as their partners.
● Staff Support
Supervisors are responsible for alerting pregnant and breastfeeding employees about the
library’s worksite lactation support program, and for negotiating policies and practices that will
help facilitate each employee’s infant feeding goals. It is expected that all employees will assist
in providing a positive atmosphere of support for all breastfeeding employees and patrons.

Employee Responsibilities
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● Communication with Supervisors
Employees who wish to express milk during the work period shall keep supervisors informed
of their needs so that appropriate accommodations can be made to satisfy the needs of both the
employee and the company.
● Maintenance of Milk Expression Areas
Breastfeeding employees are responsible for keeping milk expression areas clean, using
antimicrobial wipes to clean the pump and area around it. Employees are also responsible for
keeping the general lactation room clean for the next user. This responsibility extends to both
designated milk expression areas, as well as other areas where expressing milk will occur.
● Milk Storage
Employees should label all milk expressed with their name and date collected so it is not
inadvertently confused with another employee’s milk. Each employee is responsible for the
proper storage of her milk using designated refrigerators.
● Use of Break Times to Express Milk
When more than one breastfeeding employee needs to use the designated lactation room,
employees can use the sign-in log provided in the room to negotiate milk expression times that
are most convenient or best meet their needs.
Upon request, to the extent possible, John Jermain Memorial Library will provide similar
accommodation to patrons. Space will be provided upon request if it is not in use for library
programs, or employees.

Adopted November 17, 2021
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Employee Social Media Use Policy
Jermain Memorial Library public electronic communications are a voice for the institution as
seen through the eyes of its staff. They provide an opportunity for staff to engage in lively
community discourse with an immediacy and freshness not found in conventional print
formats, as well as the chance to explore micro-local news and events not covered by other
media. Familiarity and proficiency in the use of social media platforms is encouraged.
JJML Blogs, Facebook pages, Twitter feeds, staff email accounts, etc. should be used only for
library-related communications, to post material related to your department or the library in
general; to share information about books, websites, and other resources; to post information
related to a particular topic or happening in the community or the world of libraries; to discuss
programming, post reviews, promote upcoming events, and receive and respond to comments.
The Library considers its social media platforms as digital library spaces, and curates its local
content in accordance with the library's Designated Spaces Policy and Meeting Room Use
Policy. The Library will enforce its Patron Behavior Policy in all library designated spaces,
including its social media accounts.
Official communiqués or announcements posted under the Library’s name can be posted only
by authorized staff members. All other entries must be signed with the poster’s name. When
presenting your personal opinions about the library, the community, etc., please be aware that
blogs and other forms of social media are a highly visible and mutable form of communication.
Your words are only a click away from being seen around the world. While it is at times
important to challenge conventional ideas, remember that you are representing the library in all
your electronic conversations, so please be respectful in your posts and your responses to
comments. If you have questions about the appropriateness of the content you wish to post,
please check with one of the site administrators.
Permission must be obtained from colleagues and patrons before writing about them. Do not
disparage other organizations or individuals. Do not post material that is libelous, unlawful,
abusive, defamatory, partisan, invasive of another's privacy, or could potentially be
misconstrued as such. Do not post any proprietary or confidential material related to the
library, its personnel, or its governance. Avoid announcements and/or links related to
unconfirmed programming, events, or statistics.
When quoting any other blog or publication, be sure to link to the original and use quotation
marks. Make sure images are properly credited, citing the source and creator’s name. When
possible, use an image that is not encumbered by copyright, or an image that is available under
a creative commons license.
This policy applies to the John Jermain Memorial Library website in its entirety, the “It’s
Germane” blog, JJML Facebook pages, Twitter feeds, JJML email accounts, and any future
blogs, pages or other electronic formats generated under library auspices, including new and
emerging formats. Failure to comply with these guidelines may result in disciplinary action or
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termination of employment.
Adherence to this policy should also be considered when posting entries on personal blogs,
Facebook pages, websites, etc. where the content deals specifically with John Jermain, its
policies, personnel or governance.

Approved by the Board 08/2014
Updated 04/2020
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Tuition Reimbursement Policy
The John Jermain Memorial Library supports continuing education for its employees by
making available tuition reimbursement funding. The Library will reimburse tuition costs for
graduate, undergraduate, and other professional development courses directly related to the
employee’s duties and/or the mission of the library. Non-accredited coursework may not be
eligible for reimbursement. The reimbursement shall be for tuition only, and does not apply to
any other related expenses or fees.
The Director must approve eligibility in advance. Employees seeking tuition reimbursement
should submit a Tuition Reimbursement Request Form to the Director before the first day of
class. Employees shall be asked to provide a description of the coursework, the name of the
institution offering the coursework, the date and time that each session is offered, as well as the
dates the class will run, and the anticipated benefit of the course to both the employee and
John Jermain.
Employees must have been continuously employed at John Jermain for a period of 6 months,
and completed probation, in order to be eligible for tuition reimbursement. Employees must be
employed at the start and finish of the coursework, and for three-months following the
coursework in order to maintain eligibility for reimbursement. All full-time employees are
eligible for tuition reimbursement. Part-time employees must work a minimum of 21 hours per
week to be eligible. Staff will be reimbursed at a rate of 40% of tuition costs with a maximum
of $4,000 per calendar year.
Participants shall not be eligible for reimbursement until after the course work is completed
subject to the terms of this policy. Tuition reimbursement shall only be disbursed upon official
proof of satisfactory completion. Students taking graded coursework must also show proof of a
passing grade.
Ongoing participation in this program is contingent upon continued satisfactory job
performance, at the sole discretion of the Library Director. Attendance at any course shall not
conflict with the employee’s work hours, unless the Library Director approves that conflict in
writing prior to the employee enrolling in such course. Employees are expected to work a full
“regular” workweek, even if the work schedule is adjusted by the Library Director in order to
accommodate a course schedule.
Employees reaching their academic goal, including employees who finish professional degrees,
are not guaranteed automatic promotions, salary increases, or changes of position based on the
completion of coursework.
Tuition reimbursement may be considered taxable income by the IRS. It is the employee’s sole
responsibility to pay any such taxes incurred.
Adopted by the Board 12/2014
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Amended and Approved August 2021
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Conflict of Interest Policy
1. Obligations of Trustees and Employees
Trustees and employees of the Library have an obligation to conduct business within
guidelines that prohibit actual or potential conflicts of interest. This policy establishes only the
framework within which the Library wishes its business to operate. The purpose of these
guidelines is to provide general direction so that employees and trustees can seek further
clarification on issues related to the subject of acceptable standards of operation.
2. Duty to Disclose If an employee or Trustee has any influence on transactions involving
purchases, contracts, or leases from which he/she may gain financially in a material amount,
he/she has a duty to disclose to the President or other officer on the Board, the existence of any
actual or potential conflict of interest.
3. What Constitutes Conflict of Interest An actual or potential conflict of interest occurs
when an employee or Trustee is in a position to influence a decision that may result in a
personal gain for the employee or trustee or for a family member as a result of the Library's
business dealings. For the purposes of this policy, a Trustee or employee has an interest in a
proposed transaction if he or she has a financial interest in it in a material amount, or has a
financial interest in any organization involved in the proposed transaction, or holds a position
as trustee, director, or principal officer in any such organization or receives any indirect
remuneration or gifts or favors.
4. Determining Whether a Conflict of Interest Exists After disclosure by a current trustee or
employee of an interest in a proposed transaction, the interested person shall leave the board or
committee meeting while the nature and amount of the financial interest is discussed. The
remaining disinterested board or committee members shall determine by a majority vote if a
conflict of interest exists.
5. Procedures for Addressing the Conflict of Interest If it is decided that a conflict of
interest exists, the Board shall determine by a majority vote of the disinterested directors
whether the transaction is in the Library's best interest and is fair and reasonable to the Library.
The Board shall also make its decision as to whether to enter into the transaction or
arrangement or not. If the Board determines that the transaction is not in the Library's best
interest, members of the Board may explore an alternative arrangement that would not give rise
to a conflict of interest.
6. Violations of the Conflicts of Interest Policy If the Board has reasonable cause to believe
that a Trustee, officer or employee has failed to disclose actual or possible conflicts of interest,
it shall inform the person of the basis for its belief and allow the person an opportunity to
explain the alleged failure to disclose.
7. Record of Conflict: The official minutes of the Board shall reflect that the conflict of
interest was disclosed and the interested person(s) did not participate in the final discussion or
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vote and did not vote on the matter.
8. Annual Statements Each Trustee and employee shall annually sign a statement which
affirms that such person has received a copy of the conflict of interest policy; has read the
policy and has agreed to comply with the policy. Each Trustee shall sign a disclosure statement
as part of the annual audit as provided by the Library's external auditors.
Adopted by the Board 10/2014

80

Whistle-Blower Policy
John Jermain Memorial Library is committed to operating in furtherance of its tax-exempt
purposes and in compliance with all applicable laws, rules and regulations, including those
concerning accounting and auditing, and prohibits fraudulent practices by any of its board
members, officers, employees, or volunteers. This policy outlines a procedure for an employee
to report actions that an employee reasonably believes violate a law, or regulation, or that
constitute fraudulent accounting or other practices. This policy applies to any matter that is
related to JJML’s business and does not relate to private acts of an individual not connected to
the business of JJML. Now is the time f
All good
If an employee has a reasonable belief that an employee or JJML has engaged in any action
that violates any applicable law, or regulation, including those concerning accounting and
auditing, or constitutes a fraudulent practice, the employee is expected to immediately report
such information to the Executive Director. If the employee does not feel comfortable
reporting the information to the Executive Director, he or she is expected to report the
information to the President of the Board (or to another Trustee as necessary).
All reports will be followed up promptly, and an investigation conducted. In conducting its
investigations, JJML will strive to keep the identity of the complaining individual as
confidential as possible, while conducting an adequate review and investigation.
JJML will not retaliate against an employee in the terms and conditions of employment
because that employee: (a) reports to a supervisor, to the executive director, the Board of
Directors or to a federal, state or local agency what the employee believes in good faith to be a
violation of the law; or (b) participates in good faith in any resulting investigation or
proceeding, or (c) exercises his or her rights under any state or federal law(s) or regulation(s) to
pursue a claim or take legal action to protect the employee’s rights.
JJML may take disciplinary action (up to and including termination) against an employee who
in management’s assessment has knowingly made an untruthful complaint. JJML may also take
disciplinary action (up to and including termination) against an employee who in
management’s assessment has engaged in retaliatory conduct toward a “whistleblower” in
violation of this policy.
In addition, JJML will not, with the intent to retaliate, take any action harmful to any employee
who has provided to law enforcement personnel or court truthful information relating to the
commission or possible commission by JJML or any of its employees of a violation of any
applicable law or regulation.
Employees and Board Members will be informed of this policy and JJML’S prohibition against
retaliation in accordance with this policy.
Adopted by the Board 12/2014
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Portable Computing Device Policy
The John Jermain Memorial Library (JJML) may, as determined by the director, provide
computers, laptop computers, or similar computing devices to certain employees for the
express purpose of facilitating library activities, functions, and instruction. This policy will
establish general guidelines for the issuance, utilization, and protection (both physical and
virtual) of such devices.
Although issued to an individual employee, all computing devices are considered the property
of the library and shall be returned upon termination of employment with JJML, after
reassignment of job duties, or immediately upon request at any time by the director.
All computing devices owned and issued by JJML to employees may include JJML-installed
software for specific administrative tasks or specific JJML supported instructional programs.
The installation of any other software or applications on such devices is restricted.
For all warranty and non-warranty repairs and maintenance of all such computing devices, the
employee must contact JJML’s Help Desk.
Employees are expected to take all appropriate measures and precautions to prevent the loss,
theft, damage and/or unauthorized use of library-owned computing devices and stored and/or
shared data.
Should an employee’s computing device be lost or stolen, the employee must immediately
report the incident to the director, obtain an official police report documenting the theft or loss;
and provide a copy of the police report to the director. If the employee fails to adhere to these
procedures, the employee will be held legally and financially responsible to JJML for the
replacement of such equipment.
Should an employee suspect that data stored or shared on a computing device has been
compromised, the employee must immediately report the breach to the director who, with the
support of the IT Coordinator, will review appropriate measures to contain damage.
JJML may add security and/or tracking technology to library-owned computing devices.
Non-compliance with any policies or procedures regarding Employee Computers and
Portable Computing Devices issued by JJML will result in appropriate disciplinary action.
Date:
Employee name:
Employee signature:
Director:
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Performance Review Procedure
The purpose of the performance review is for the supervisor and the employee to:
Review current performance
Review performance of the past year
Document and highlight past accomplishments
Identify areas for improvement
Identify work goals and performance standards for the coming year
Initiate professional development opportunities
The Director and/or Supervisor are required to conduct annual progress reviews with regular
staff who report to them. The review period covers a calendar year and should be completed by
March 31 of the new calendar year.
The Director will complete the appropriate Performance Review documentation, including
salary increase, health insurance costs if applicable, retirement contributions if applicable, and
accrued hours for sick leave and vacation time.
Director will conduct the review in a confidential manner and encourage the employee to
comment on past performance, accomplishments or obstacles to progress and future goals.
Additional documentation may be submitted, indicating specific areas of deficiency or
extraordinary accomplishment.
When the performance review is complete, the employee should sign the Performance Review
documents. A copy of each employee’s Summary Form will be retained for inclusion in each
employee’s personnel record. The signature indicates that the employee has read the
documents, not that he/she agrees with the contents. If the employee refuses to sign the form,
indicate this on the form. The employee should be provided a copy of the Performance Review
documents. If the employee disagrees with the evaluation, he/she may submit a written rebuttal
to be placed in the personnel record. All reviews must be signed by the director.
Approved by the Board, March 2015
Policy for Board Approval of Director Compensation
The Executive Director of the John Jermain Memorial Library is the principal representative of
and the person responsible for the efficient operation of the Library. Therefore, it is the desire
of the Board to provide a fair yet reasonable and not excessive compensation for the Executive
Director
The Board president shall annually evaluate the Executive Director on his/her performance,
and ask for his/her input on matters of performance and compensation.
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The Board president will obtain research and information to make a recommendation to the full
board for the compensation (salary and benefits) of the Executive Director based on a review
of comparability data that documents compensation levels and benefits for similarly qualified
individuals in comparable positions at similar organizations.
The board president will present the data and a recommendation to the full board for discussion
and approval.
Approved by the Board March 2015
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Management of Library Collections
Collection Development Policy
Acquisitions
The John Jermain Memorial Library provides a collection in support of the Library’s mission
to inspire lifelong learning, advance knowledge, and strengthen our diverse community.
The collection will:
● meet the information needs of the community with diverse, well-balanced and
wide-ranging materials in a variety of formats;
● reflect a variety of opinions (minority and majority) on a subject;
● support business, cultural, recreational and civic activities of the community;
● offer new and differing areas of interest and concern ;
● enhance job-related knowledge and skills;
● increase knowledge of and participation in the affairs of the self, community, the state,
the country and the world.
The authority and responsibility for the selection of Library materials is delegated to the
Director and, under her/his direction, to the heads of collections, qualified for this activity by
reason of education, experience, and knowledge.
Selections often rely on review journals such as: Library Journal, Kirkus, Booklist, New York
Times Book Review, Novelist, and other current online and print sources. Suggestions from
readers are welcome and are given serious consideration. Holdings and availability of other
area library resources are pertinent to purchasing decisions.
Materials are evaluated on the basis of the work as a whole, and not on a particular passage or
passages. The Library upholds the right of every individual to access information, even though
the content may be controversial or unacceptable to others. Accuracy and authoritativeness of
content is considered and relevant.
Selections will not be made on the basis of any anticipated approval or disapproval, but solely
on the merits of the work in relation to the existing collection’s strengths and weaknesses and
the ability of the work to serve the interests of the community. Library materials will not be
marked to show approval or disapproval of the contents, and no item will be sequestered
except for the express purpose of protecting it from injury or theft.
Responsibility for materials borrowed by children rests with their parents or legal guardians.
Library Acquisitions will not be inhibited by the possibility that materials may inadvertently
come into the possession of children.
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Discarding Of Materials
The authority and responsibility for the discarding of Library materials is delegated to the
Director and, under her/his direction, to the heads of collections. In order to keep the Library’s
collection viable, it has been established that the following criteria are to be considered during
the weeding and discarding process: physical condition of the material, unnecessary
duplication, outdated material, and lack of demand by the public.
APPROVED AS AMENDED BY THE BOARD OF TRUSTEES: MARCH 2021
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Challenged Materials
The Library recognizes that some materials are controversial and that any given item may
offend some patrons. Selection of materials will not be made on the basis of anticipated
approval or disapproval but solely on the basis of the principles stated(s) in the Material
Selection Policy.
Responsibility for children’s reading rests with their parents or legal guardians. Selection of
Library materials will not be inhibited by the possibility that materials may come into the
possession of children. Library materials will not be marked or identified to show approval or
disapproval of their contents, and no library material will be sequestered except to protect it
from damage or theft.
Although materials are carefully selected, differences of opinion can arise regarding suitable
materials. Patrons requesting that materials be withdrawn from or restricted within the
collection must complete a “Request for Reconsideration” form, available from the Director.
The inquiry will be placed on the agenda of the next meeting of the John Jermain Memorial
Library Board of Trustees.
Displays of Library materials are curated by the Library staff. Library displays are a collection
of individual items. If a patron wishes to challenge items on display, the patron should submit a
“Request for Reconsideration” form for each item in the display they wish to have withdrawn
or restricted.
Adopted by Board of Trustees, October 19, 2005
Amended: July 2022
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REQUEST FOR RECONSIDERATION FORM:
John Jermain Memorial Library
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Form approved by Board of Trustees, October 19, 2005
Revised July 2022
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John Jermain Memorial Library
Local History Collection
Collection Policy

Mission Statement: The John Jermain Memorial Library Local History Collection is
dedicated to acquiring and preserving materials including, but not limited to books,
manuscripts, photographs, letters, diaries, reports, maps, personal papers, oral history,
scrapbooks and memorabilia. The materials should be derived from and relevant to the history
of Sag Harbor and its surrounding communities. We do not collect personal libraries.
Guidelines for Collection: The John Jermain Memorial Library will not accept any donation
or loan that has special conditions as to retention or treatment. Exceptions may be made in rare
circumstances; however approval for accepting such donations must be obtained by the
director of the John Jermain Memorial Library.
The donor must sign a deed of gift transferring his or her property over to the Local History
Collection. The donor must specify whether he or she would like materials that the library
cannot use returned. In cases where the collection would fit better in a different institution, the
John Jermain Memorial Library will work with the donor to place it elsewhere, such as with a
local museum.
All gifts will be acknowledged. However, due to Internal Revenue Service regulations, the
library is unable to provide appraisals for tax purposes. The appraisal or establishment of an
item’s value for tax purposes is the sole responsibility of the donor, as are affiliated costs.
Donors should seek further information on valuation of donated property from the Internal
Revenue Service and their own tax advisor or attorney.
The library director and the Local History Collection experts will make value judgments as to
what we retain. The judgments will be based on how the material fits with our existing
collection, who made the record, what kind of information the record offers, what the potential
use and limitations of the collection might be, and whether the library will be able to conserve,
preserve, and make the collection accessible. Our decisions are not intended to offend the
donors or to suggest their collections have no value. We urge donors to hold on to materials
we cannot accommodate or search for a more appropriate institution to house them.
Reappraisal and Deaccession Policy: In the future, the John Jermain Memorial Library will
reappraise the collection regularly. At these times, we may deaccession materials. We will
return them to the donor or offer them to more appropriate institutions depending on the
requirements in the donor’s deed of gift.
Access:
possible.

Local History Collection materials will be cataloged in our online catalog if at all
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The collection will be made available to historians, writers, scholars, genealogists, and
members of the general public who are engaged in serious research.
Every researcher will be required to fill out a search record form, which we will use to
document the types of material being used and which will allow us to contact patrons if
additional information is found on their subjects.
Staff will retrieve all archival materials.
designated research area.

Patrons will be required to view materials in a

Loose leaf paper and soft lead pencils are the only items allowed in the research area when
archival materials are being viewed. All other personal belongings, including notebooks,
backpacks, and purses will be held by the archivist.
Patrons should expect more supervision for archive use than for general library use for both
security and preservation reasons.
Methods of Collecting: The Local History Collection will be active in procuring donations
once the experts are satisfied that the materials are in appropriate environmental conditions.
We will promote our efforts through the media and public relations campaigns. We will
actively seek papers from local authors, artists, etc.

Approved by the Board of Trustees, December 12, 2006
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Library Card and Circulation Policies
Card Registration Policy
All residents of the Sag Harbor Union Free School District are eligible to receive a John
Jermain Memorial Library Card for free. Please bring a picture ID with proof of a local street
address, or one of the other acceptable combinations below, to the library to get your library
card. Library cards are valid for three years, unless the patron is living on a rental property, in
which case the library card will be valid until the date their lease expires. The following are
acceptable forms of ID for different types of cards:
For Adults ages 18 and older
Cardholders may borrow any materials from the library without restrictions, as described in our
circulation policies. While we are fine free, patrons are responsible for all replacement costs
for lost or damaged items. Patrons’ borrowing history, including materials on loan, are kept
confidential in keeping with the American Library Association’s Bill of Rights.
To register for a card, adults may show a valid driver’s license or a state issued identification
card with picture showing a name and local street address or Sag Harbor post office box
number as proof of residency. If the picture ID doesn’t show a local street address or PO Box,
one of the following additional items is acceptable as proof of address with a picture ID (the
following document must include a name that matches the picture ID and a local address/PO
Box to qualify):
● a current utility bill
● a current property tax bill
● a lease or letter from your landlord including your local address (minimum 30 day
lease/rental from date of card request)
● Voter Registration Card showing a Sag Harbor adress
● Car Registration showing a Sag Harbor address
● a shell fishing license or similar document showing a Sag Harbor address
● For a temporary card: A letter from a registered John Jermain Library patron that states
the registered patron is hosting this visitor for at least 30 days and will be fully
responsible for all materials borrowed and all replacement costs for lost or damaged
items accumulated on the visitor’s temporary card. Temporary cards are issued for
periods more than 30 days but less than one year.
● Other documents may be accepted at the Library Director’s discretion.

For Teens ages 13-17
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Teens may borrow any materials from the library without restrictions, as described in our
circulation policies. While we are fine free, teen patrons are responsible for all replacement
costs for lost or damaged items. Teen’s borrowing history, including materials on loan are kept
confidential in keeping with the American Library Association’s Bill of Rights. Teens who
attend school in the Sag Harbor Union Free School District are eligible for a card even if they
and their guardians do not live within the school district. They may obtain a card by showing:
● a valid school ID
● a valid driver’s license or a state issued identification card with picture showing a name
and local street address or Sag Harbor post office box number.
● Other documents may be accepted at the Library Director’s discretion.
Children ages 3-12
Children may borrow any materials from the library without restrictions, as described in our
circulation policies. While we are fine free, the parent or guardian of a child is responsible for
all replacement costs for lost or damaged items. Children who attend school in the Sag Harbor
Union Free School District are eligible for a card even if they and their guardians do not live
within the school district. They may obtain a card by showing:
● A parent or legal guardian with an existing John Jermain Library card, or an adult who
has the proof of residence documents for the adult card, can bring their child in to get a
card.
● Proof of matriculation in a Sag Harbor school, such as a report card or other official
documentation that includes the child’s name and the school’s name.
● Other documents may be accepted at the Library Director’s discretion.
For Teachers
Teachers living within Suffolk County may use their home library card to borrow any materials
from the library without restrictions, as described in our circulation policies. While we are fine
free, teachers are responsible for all replacement costs for lost or damaged items. Teachers who
work within the Sag Harbor Union Free School District but live outside of Suffolk County are
eligible for a “Teacher’s Card” by showing picture ID with a current address, and a copy of a
SHUFSD pay stub or school ID.
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Circulation Policies
John Jermain Memorial Library cardholders have access to a wide range of materials and
resources to support research, entertainment, and lifelong learning. As part of the county-wide
Resource Sharing Code, cardholders from other Suffolk County libraries are also able to
borrow many of our items, except as noted below. Borrowed items may be returned to any
Suffolk County library, and will be delivered back to our shelves.
Circulation Periods
●
●
●
●
●
●
●
●
●

All books and audio books circulate for 14 nights.
New adult DVDs circulate for 3 nights.
Older adult DVDs and all Children’s DVDs circulate for 7 nights.
Magazines circulate for 7 nights.
Internet hotspots circulate for 14 days and are non-renewable, non-reservable, and
limited to JJML cardholders.
Wi-Fi access kits circulate for 3 nights and are non-renewable, non-reservable, and
limited to JJML cardholders.
Reference materials do not circulate.
Loan periods and fine policies for inter-library loans are determined by the lending
library. Patrons will be expected to abide by these rules.
In certain circumstances special loan periods may be granted on specific items.

Renewals
Items that are not on reserve for another Suffolk County Library patron may be renewed as
follows:
●
●
●
●

Books, audio-books, and magazines may be renewed up to six times.
Older DVDs, may be renewed once.
New DVDs are renewable one time; renewal must be done by phone or in person.
Wi-fi access kits and internet hotspots are not renewable.

Eligible items may be renewed by phone, in-person, or online through the patron’s online
account.
Certain items may automatically renew if there are no reserves on the item; patrons will be
informed of the automatic renewal by email. NOTE: new DVDs do not automatically renew;
renewals of new DVDs must be requested by phone or in person.
Due Dates and Fines

94

John Jermain Memorial Library does not charge overdue fees for materials kept out beyond the
“due date.” Patrons should be aware that we have a small and popular collection, and borrowed
items should be returned on time for others who may be waiting to read or view the title.
Lost/Damaged Materials
If patrons lose or fail to return items they will be charged a “lost item fee.” That fee will equal
the cost of having the item repurchased, reprocessed, and returned to the shelves. Payment may
be made online using a credit card, or in person by check. If the lost item was borrowed from
another library, the check must be made out to the loaning library. Patrons may not bring in a
replacement item, even if it appears to be the same title, as in many instances the library copy
has special binding and/or containers.
Reserves
John Jermain Memorial Library patrons have access to all loanable items listed in the
county-wide online catalog. Reserves for these materials may be placed by phone, in-person, or
online through the patron’s account. Cardholders may choose the library to which they would
like the material delivered. All loan periods and fine policies, in the case of inter-library loans,
are determined by the lending library. Patrons will be expected to abide by these rules. Patrons
will be notified by telephone or email when the material is available at the library. Once
notified, they will have between three and seven days to pick up the material, depending on the
loan rules of the lending library.
Interlibrary Loan
As a service to John Jermain cardholders our reference librarians will attempt to find items not
held in Suffolk County libraries through the nation-wide cooperative Interlibrary Loan
Program.
Borrowing Limits
There is no limit on books, DVDs, audio books, or magazines. Occasionally, at the librarians’
discretion, circulation of high demand materials such as holiday books or books for school
assignments may be limited. Once a limit is reached a patron must return items in order to be
able to take out any more. Patrons from other SCLS libraries are welcome to use and borrow
our materials, although the number of items they can borrow is determined by their home
library.
For Visitors
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The Library recognizes that visitors to the area often wish to use our facilities, materials and
services. The Library warmly welcomes the on-site use of all of our materials. Visitors may
utilize our computers by requesting a guest pass. Visitors may also want to check out our
“Little Free Library,” located in our Lower Level Reading Garden, for free books to take and
enjoy.

APPROVED BY THE BOARD OF TRUSTEES: JULY 1999
AMENDED APRIL 2002, OCTOBER 2005, DECEMBER 2014 AND APRIL 2021
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Confidentiality Policies
Confidentiality of Library Records
It is the policy of the John Jermain Memorial Library that the internal affairs of the
organization represent confidential information that each employee has a legal obligation to
protect.
Employees authorized to have access to confidential information must treat the information as
proprietary library property for which they are personally responsible. Employees are
prohibited from attempting to obtain confidential information for which they have not received
access authorization. Employees violating this policy will be subject to disciplinary action, up
to and including termination and may be subject to legal action
The Director is responsible for coordinating security and control of library information and for
approving any exceptions to this policy.
All media inquiries and other inquiries of general nature should be referred to the Director.
The Director must approve all press releases, publications, and other official declarations in
advance. Inquiries seeking information concerning current or former employees should be
referred to the Director.
Requests for Information from Law Enforcement Agencies
Procedures for John Jermain Memorial Library Staff Members:
No member of the staff other than the Director or President of the Board of Trustees is
authorized to respond to any form of judicial process or to provide any patron-specific or
library-business information, in writing or in oral form, to a law enforcement officer or other
person.
No individual data or transactions may be divulged to third parties except by court order. (See
below). New York Civil Practice Law & Rules Section 4509
Library records.
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 related to the circulation of library materials,
computer database searches, interlibrary loan transactions, reference queries, requests for
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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 such library and shall be
disclosed upon request or consent of the user or pursuant to subpoena, court order or where
otherwise required by statute.
In the event a library staff member is requested to provide patron information to any outside
agency or individual the following procedures must be followed:
1. The staff member receiving the request to examine or obtain information relating to
circulation, computer activity or other records identifying the names of library users
will immediately refer the person making the request to the Director, or designee in the
Director’s absence, who shall explain the institution’s confidentiality policy.
2. The Director, upon receipt of a process, order, or subpoena, shall consult with legal
counsel to determine if such process, order, or subpoena is in good form and if there is
a showing of good cause for its issuance.
3. If the process, order, or subpoena is not in proper form or if good cause has not been
shown, insistence shall be made that such defects be corrected before any records are
released. (The legal process requiring the production of circulation or other library
records shall ordinarily be in the form of subpoena duces tecum [bring your records]
requiring the responsible officer to attend court or the taking of his/her deposition and
may require him/her to bring along certain designated circulation or other records.)
4. Any threats or unauthorized demands (i.e., those not supported by a process, order, or
subpoena) concerning circulation, computer or other records identifying the names of
library users shall be reported to the Director immediately.
5. If the document is a search warrant that authorizes immediate search and seizure,
inform the officer that the Library Director and legal counsel will be contacted
immediately and request the patience of the officer. (The officer may inform you that
the warrant is “secret”. This does not preclude notification of the Director and legal
counsel.) If the officer declines to wait, carefully inspect the warrant and monitor the
search. Be certain to retain a copy of the warrant and request an inventory of the
materials in question. Offer the officer a copy of any data requested. At the conclusion
of the search immediately make a written record of all events that transpired.
6. In all circumstances be polite and friendly. It is important that the matter not be treated
as adversarial since it is the policy of the library to cooperate with duly authorized law
enforcement officials.
7. Any problems relating to the privacy of circulation, computer or other records
identifying the names of library users that are not provided for above shall be referred
to the director.
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Approved by the Board of Trustees May 12, 2004
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John Jermain Memorial Library
Computer & Internet Access Policy
The Board of Trustees of the John Jermain Memorial Library recognizes that computers and
the Internet have become essential research and educational tools in carrying out the Library’s
mission to assist people of all ages with current, high-interest materials and useful information
in specific areas of knowledge in a variety of formats. The Trustees also recognize that
through the Internet the Library is offering access to many valuable local, national and
international sources of information, including ideas, commentary and a vast array of tools and
resources appropriate for different age levels and points-of-view. Some of these sources may
contain inaccurate, dated, controversial and even offensive material. The Internet is an
unregulated, ungoverned, fluid source of information that is constantly changing. The Library
neither endorses the viewpoints nor vouches for the accuracy of information obtained through
the Internet. Further, we have no control over the information accessed through the Internet
and cannot be held responsible for its content. A knowledgeable information consumer must
evaluate the validity and appropriateness of the information found there. That said it is our
belief that every library user benefits from expanded access to information beyond the walls of
the Library.
The Trustees recognize the constitutional rights of individuals to decide what material to access
on the Internet within the confines of their homes or other areas where there is an expectation
of privacy. Patrons in the Library also have the right to confidentiality and privacy in the use
of electronic information networks to the extent possible given certain constraints such as
proximity of other patrons and staff in public access settings.
The Board of Trustees therefore enacts the following policy defining Internet access in the
John Jermain Memorial Library:
1. All users of electronic information resources such as the Internet are expected to use
these resources in a responsible, ethical manner, consistent with the educational,
informational and recreational purposes for which they are provided.
2. By using the Library Internet stations, patrons indicate their agreement that these
computers shall not be used to display, print, transmit or distribute threatening material;
expressions of bigotry, racism or hate; obscene or sexually explicit material; or material
protected by trade secret.
3. Adult Patrons may use any available adult computer. Juvenile patrons under the age of
eighteen years of age may use the computers in the children’s area. Children under ten
must be accompanied by an adult at the adult computers. Patrons without a library card
will be given a temporary pass and their ID will be returned to them when they return
the pass.
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4. If it is apparent that minors are not following these acceptable use guidelines, Library
staff will intervene. It is not possible, however, for Library personnel to monitor all
use. We cannot guarantee that children will never access inappropriate sites. We
therefore require that parents take an active interest in and responsibility for their
children’s computer use.
5. Patrons are expected to:
● Respect the privacy of others by not misrepresenting themselves as another
user; by not attempting to modify or gain access to files, passwords or data
belonging to others; by not seeking unauthorized access to any computer system
or damaging or altering software components of any network or database.
● Not interfere with the use of public access workstations by others.
● Leave the computer screen, hard drive and all settings (including the browser
home page) exactly as they found it.
6. Patrons may not:
● Send, receive or display text or graphics that may reasonably be construed as
obscene, sexually explicit, or demeaning to any race, ethnic background,
religion, disability, gender or lifestyle.
● Use the Library public access stations or the Internet to conduct any business or
commercial activity for financial gain.
● Download files of any kind from a remote computer to a Library computer’s
hard drive.
● Store files of any kind on a Library computer’s hard drive. All files must be
uploaded and stored on an external drive (i.e a “flash” or “thumb” drive) or to
the cloud
● Load paper in, or attempt to service Library printers.
● Seek unauthorized access to any computer system.
● Make any changes to the setup or configuration of the software or hardware.
7. Library staff will assist patrons with Internet use as time permits, but cannot offer
personal instruction or assistance. Basic computer competence on the part of the patron
is assumed.
8. Internet use may be limited to prescribed lengths of time to provide greater access for
all patrons.
9. All fees for printing on the Library’s printers will be posted in the printer area. Patrons
may provide their own paper, but a member of the Library staff must approve its use.
Only Library staff may load paper into the printers. The posted fee per page will still
be charged for printing in order to cover the cost of toner or ink.
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10. Misuse or abuse of the computers or Internet policy may result in termination of a
user’s session and/or of Internet access or computer use privileges.
11. Violations of laws governing Internet use may result in criminal prosecution.

Adopted by the Board of Trustees, March 17, 2004
Amended July 2022
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Public Policy
Emergency and Disaster Plan
The Disaster Plan aids the administration and staff of the Library in dealing with a disaster or
emergency situation, including situations that occur within the building and on the grounds.
Staff and patron safety is always the most important factor when dealing with disasters,
emergencies, or patron incidents.
Delineation of Authority: The Library Director routinely contacts the President of the Board
of Trustees when planning to close the library at any other time than regular closing. In
situations that may be considered disasters or emergencies, the Library Director assumes the
role of Library Emergency Coordinator. If the Director is not in the building, the normal
chain-of-command will determine which staff member assumes this role.
Emergencies often involve the closure and orderly evacuation of the facility. The Library
Emergency Coordinator will:
Take full control upon being notified of a disaster or emergency or any other problem.
Assess the situation.
Take steps to resolve the situation as per training and policy if possible, closing and evacuating
the premises in an orderly fashion if necessary.
Notify appropriate outside agencies as needed. If unsure about the need for outside
personnel, err on the side of safety and call in the authorities. Be prepared to turn over
control to outside agencies for the duration of the emergency. Do not hamper their handling of
the emergency by asking for information or updates. Do not approach them during an
emergency, as they may not be aware that you are a staff person.
As soon as possible, contact the Director if he/she is not present during the incident.
As soon as possible, document all activities using an “Incident Report Form.”
If there is time, particularly for weather-related and/or facilities-related closings,
The technology coordinator should be notified and asked to list the closing information on the
JJML website and Facebook page, and to update the phone message. The librarian in charge
should notify WLNG. The director should update the SCLS Closings page.
These emergencies include but are not limited to:
1. Weather related: tornado, hurricane, flood, blizzard, earthquake, etc.
2. Nuclear incident/accident
3 Falling, slipping, seizure, heart attack, or other patron health issue,
4. Drug overdose.
5. Fire, explosion, or bomb threat
6. Structural failure
7. Poisonous/noxious gas release
8. Loss of utilities
9. Biochemical contamination; biohazard
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10. Vehicular accident
Patron Behavior Incidents
The JJML Maintenance of Public Order Policy outlines the guidelines for patron behavior, If
there is a problem with a patron, particularly one who is under the influence, the designated
Library Emergency Coordinator should be contacted to ascertain the nature of the problem, and
to ask the patron to leave if necessary. Do not touch, threaten or challenge the patron. If the
problem is critical, or if the patron will not leave, the police should be called using 911 (the
number for the Sag Harbor Police Station is not always monitored).
Workplace Violence and Active-Threat Incidents
Active-threat incidents, including active shooter incidents require protocols beyond orderly
evacuation. Staff should respond immediately. Any staff member with clear access to a library
phone should make an announcement (using extension #601) that an active shooter incident is
taking place, naming the specific area of the library involved; instruct patrons and staff to take
cover or, if possible, to evacuate the building.
Staff members should be familiar with safe spaces and escape routes throughout the building,
and be prepared to quickly evacuate themselves and patrons, as necessary. Leave all personal
belongings. Avoid the elevator. Once safely away from the building, call 911 to alert
emergency personnel.
If escape is not possible, or if it is safe inside the building than outside, proceed to a safe space.
Optimal safe places should have thick walls, doors with locks, and first aid emergency kits.
Please familiarize yourself with potential “safe places” within the building, including
mechanical room, restrooms, staff lounge, and archive. This list of spaces should not be
construed as absolute recommendations. The type of event, its location, and its duration will
affect the most appropriate location to shelter-in-place. Silence is imperative. Cellphone use,
including cellphones used as lights, should be avoided so as not to draw the attention of the
shooter. All electronic devices should be silenced. Remain in place until given the all-clear
from a recognized law-enforcement officer.
Don’t stop to try to care for a wounded person; EMS will do that when they arrive.
Handicapped and disabled persons, the elderly and young children are particularly at risk
during any emergency situation. If possible, assist those persons to safety, although most
training materials recommend seeing to your own safety first.
All staff who have evacuated the building should congregate at a designated safe place. No
staff person should leave the area for home or other locations until the all-clear is formally
issued and a head count has been taken. Updates on the situation will be issued via SMS if
possible.
The Director will communicate information on recovery and restoration of services.
Approved 8/2017
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Emergency Closings Policy
The Director is empowered to close or reduce the hours of operation of the John Jermain
Memorial Library due to unhealthy conditions, unsafe building conditions, unsafe weather
conditions, or other emergencies such as heating or cooling problems, or the lack of available
staff. In the absence of the Director, the designated “staff member in charge” is authorized to
make this decision.
In the event of an emergency closing, scheduled staff will receive their regular pay for any and
all hours affected. Staff who are absent, including unscheduled staff, and staff using Sick
Leave, Vacation Time, Compensatory Time and/or Personal Time will not be compensated.
Staff will be expected to work from home if a closure lasts more than 48 hours.
Notice of closing will be shared with all staff by text and/or email, and with the Board of
Trustees by email. Notice of closing will be shared with the community through local news
agencies, for instance WLNG and News12 Long Island, posted on the library’s website, social
media platforms, and included in the phone welcome-message.
Adopted 5/15/2019
Amended and approved May 2020
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Pandemic Response Plan: Preparing John Jermain for a Re-Imagined Future
As we reopen our physical spaces, and our materials and resources are again made available to
the public, the John Jermain Memorial Library continues to place the safety and well-being of
our staff and patrons at the forefront of our mission: We choose to stand with the community
we serve, no matter how changed by the times.
The library director, staff and trustees will continually review available legal and safety
guidance concerning COVID-19 from applicable federal, state, local and professional
resources and adapt and amend policies as necessary. While the situation concerning the virus
is ever-evolving, we are currently following protocols recommended by the CDC, WHO, New
York State agencies and various library consortiums and organizations as part of a phased
reopening compliant with NYS regulations. These protocols, detailed below, are adopted as
part of our institutional commitment to collaboration and communication, described in the
12-point JJML Long Range Plan, adopted by the Board of Trustees in October, 2018.
PHYSICAL SPACE
In the short-term, JJML will need to immediately reconfigure our facility and make significant
changes to design, layout, public/staff work spaces, and entrance/exit areas in order to maintain
proper distancing and create an environment that is safe for both staff and the public.
Some library spaces such as meeting rooms, conference rooms, and communal reading areas
need to be repurposed to support safe social distancing until a time when onsite events are
again deemed possible.
The Director and Facilities Manager, with input from the staff, have designed procedures for
the cleaning and disinfecting of common areas, work spaces, and areas where public may
(eventually) congregate. In order to facilitate extensive cleaning of the facility, the library will
reduce both days and hours open, as detailed below. Two separate UV air-filter units have been
ordered for the HVAC system (one for the archive/IT, and one for the large system that
conditions the public portions of the building). Air filters, located in the roof penthouse, were
designed from inception to provide HEPA-level filtration. Under the terms of our HVAC
contract, current filters will be replaced on a more frequent basis. In review, it was not
advisable to increase air flow into the building in the summer months due to humidity issues,
however, this will be reevaluated in the fall should infection rates warrant additional protocols
in advance of the winter season.
Access to commonly shared spaces (bathrooms, kitchens, public desks) has been reconfigured.
One restroom on each floor has been temporarily reallocated as a staff-only restroom; staff will
be assigned to the use of only one restroom, limiting the number of employees using each
facility to three or fewer per day. Automatic soap dispensers have been ordered for all
restrooms.
Staff workstations have been moved and rearranged to create greater distance between
employees, and commonly shared objects such as phones, computers and keyboards will be
106

limited to use by only one employee per day/shift and cleaned after each day/shift. Where
possible, staff work spaces have been additionally reallocated to limit the use of commonly
shared items to only one employee.
When the library does open to the public, access will be staged and limited (see proposed
timeline at the end of this document). In order to facilitate appropriate social-distancing
recommendations, egress will be limited to the Lower Level; patrons exiting the building may
be directed to the Lower Level meeting room door. Once areas of the building are open to
browsing, one stairway will be designated for patrons and staff.
Hand sanitizer has been ordered in bulk for placement at all employee desks. The library has
also ordered tools to help create distancing including tape, sneeze guards, and signage.
Additional book-drop bins have been purchased to facilitate the 72-hour quarantine period
recommended by current guidelines.
SAFETY AND CLEANING PRODUCTS
One significant challenge the library will face is gaining access to essential safety and cleaning
supplies. We acknowledge that some supplies will be very difficult to procure and quite
expensive particularly as businesses of all types begin to reopen with similar needs to ours;
advance ordering procedures and allocation of funds to purchase these materials is a
recognized priority.
LIBRARY STAFF
Employees have been divided into two mutually-exclusive service teams in order to mitigate
the spread of Covid-19. Each team draws from the strengths and skill-sets of our talented,
committed and collaborative staff.
1. The institution will respond to a staff member diagnosed with Covid-19 as required by law.
This response may include temporary quarantine for all members of the individual’s team. The
alternate team will be required to step in during the period of quarantine to provide services as
assigned.
2. All staff will be required to wear PPE including library-provided face masks; staff who will
not comply will be sent home, and accrued benefit hours will be used to cover pay for the shift.
Masks are currently required as per NYS Executive Orders and local recommendation. Staff
who repeatedly refuse to comply and/or who wear the mask incorrectly, may face probation
and/or termination.
3. All staff will be required to conduct a health assessment on each scheduled workday before
allowed access to the building. This health assessment is currently required as per EO, and staff
who refuse to comply or falsify health information may face probation and/or termination.
Staff members who knowingly come to work with symptoms resembling any of the symptoms
associated with Covid-19 compromise the library, its staff, its mission and the community at
large.
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4. JJML recognizes that its workforce is central to the delivery of public services, and
precautions listed here will be continuously reviewed, and may be amended and enhanced in
response to emerging information. Legal information as it relates to personnel will also be
regularly reviewed by the board, the director, and by legal counsel. Benefits and options have
been made available to staff, and will continue to be updated, disseminated and posted in good
faith and as required by law.
The director and the board recognize that no preventative measures, no matter how thorough
and/or proactive, can totally eliminate the risk of infection. Staff will be required to sign a
statement that they are aware of and will comply with the numbered items listed above.
PUBLIC SERVICE MODEL
Library staff will need to return to the building in advance of even a limited-opening to the
public, in order to prepare the physical space, process returns and reserves, and update
procedures.
Additionally, the library, even after opening on a limited basis, will:
Limit the days and hours the library is open to the public.
Explore pro-active options for remote reference and readers’ advisory services.
Consider specific “hours” for specific populations (seniors/high risk, children/caregivers/teens,
etc.),
Limit the number of patrons in the library at any time.
Limit and/or remove access to portions of the library, by phase.
Institute “Plaza Pick-up” services for contactless circulation of reserved and requested library
materials, in accordance with SCLS guidance.
Consider mailing of items.
Consider extension of due dates/loan periods.
Continue our practice of a fine-free service model.
SERVICE TO PATRONS AND COMMUNITY GROUPS
The library considers itself a key member of the business district, a committed partner to
families and educators, a provider of opportunities to all segments of our demographic, and a
sanctuary for all who come to us. We recognize the difficulties our patrons may experience
during a time when our service model is revised in response to the Covid-19 epidemic.
Imagination, innovation, and funding will be allocated to support underserved and difficult to
serve groups, including but not limited to:
Our homeless patrons, including an increasing number of seasonally homeless community
members,
Unemployed and seasonally unemployed patrons,
Job seekers,
Families and individuals experiencing hunger,
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Families and individuals without access to digital resources,
Families and individuals whose citizenship status may prevent them from receiving social
services,
Seniors and other patrons for whom transportation and mobility limits may prevent access to
library resources,
Hearing impaired patrons who may have difficulty reading lips of service providers wearing
masks,
Low-vision patrons who may have difficulty seeing while using a face mask,
English Language Learners, and speakers of other languages,
Students of every age engaged in remote learning,
Small and local business in need of research and business support,
Other local non-profits compromised by a lack of funding from both donors and admission
fees.
These groups are explicitly and intentionally listed in this document as an acknowledgement of
the challenges and opportunities that we will experience as we serve our full community in a
rapidly changing world. We do not have all the answers now, but are committed to exploring
best practices, and adopting new and evolving service models as they develop, including
collaborative work with schools, art agencies, businesses, local civic groups and local
government. Additionally, we may need to consider providing portable computers and Wi-Fi
hotspots to families and individuals who do not have access to these technologies in order to
provide equitable access to our services.
PUBLIC BEHAVIOR
When JJML opens to the public, even on a limited basis, patrons will be required to wear
masks. All staff will be trained in dealing with conflict resolution in order to facilitate a
compassionate enforcement of rapidly changing policies and practices.
MATERIALS AND COLLECTIONS
Protocols concerning our publicly available materials and tangible resources are in turn
informed by New York State and Suffolk County Health Officials as well as professional
organizations such as OCLC, SCLS and IMLS. In accordance with these protocols, library
materials that have been borrowed and returned, including Inter-Library Loan and Direct
Access returns, will be quarantined for a period of 72 hours before handling.
TECHNOLOGIES
The use of public access computers, maker spaces, and other technologies including photocopy
machines, fax machines and scanners, may need to be restricted, modified, or intermediated in
order to maintain safe distancing. JJML will need to limit the face-to-face assistance that can
be offered, may need extra sets of commonly requested items (scissors, staplers, pens, etc.),
and will need to install keyboards, screens, and computer mice that can be easily cleaned. An
app for self-checkout via mobile device has been ordered, as have additional portable devices
for circulation. Plans are in place to boost our Wi-Fi to provide a stronger signal outside of the
building. Additional precautions have been initiated to protect library security.
VOLUNTEERS, PAID INTERNS AND FRIENDS OF THE LIBRARY
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JJML has a longstanding relationship with our interns and our Friends group. At this time,
current events require us to temporarily suspend in-building collaborative activities.
LIBRARY EVENTS, PROGRAMMING AND COMMUNITY USE OF THE MEETING
ROOM SPACES
JJML will need to wait well beyond the opening up of library building and the expansion of
library services to begin hosting onsite events again. General governmental guidance for public
gatherings as well as data on local infection rates will dictate the decision to resume onsite
events.
Remote programming will continue to be an essential service for the near future. Resources
will be dedicated to the exploration of delivery of remote services to under-served populations.
COMMUNICATION
JJML has used and will continue to use multiple formats to communicate with our patrons,
including an FAQ page on the website, a radio PSA, blog posts, mailings, e-mailings, and use
of social media. Translations of key documents into Spanish are in place on our website, as
well as for a planned summer mailing.
PROJECTED TIMELINE OF SERVICES BY STAGE
The Director, in consideration of advice from the library’s legal counsel as well as
recommendations from state and local governments, health organizations, and library
associations, has established a provisional schedule for the re-establishment of in-building
library services. The Director recognizes the potential need for protocols that allow for the
immediate return of remote-only services should it be indicated by health data. Each new stage
of this plan will be undertaken only after careful consideration of legislative guidelines and/or
statistical data. The Director may authorize re-closing the facility, or a return to any prior stage
of the opening plan as deemed necessary.
Staff will be expected to maintain the hours for which they are paid by combining in-building
and remote work as assigned.
Some staff may be permitted access to the building on Mondays or during early hours as
necessary to maintain and protect the library’s mission; this access must be explicitly approved
by the director.
STAGE 1, STARTING JUNE 2, 2020
Library staffed Tuesday-Saturday. Staff return to library in teams. Teams work two weekdays
per week and alternating Saturdays.
Shifts will run from 12:00 to 6:00 p.m. Staff are not required to take an unpaid meal break for a
work day of this length, although one paid 20-minute rest break per shift will be allowed on a
“one at a time” basis as long as social distancing is maintained.
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STAGE 2, STARTING JUNE 16, 2020:
Begin Plaza-Pickup of library materials from 12:30 to 5:30 p.m. Tuesdays through Thursdays,
and 11:00 a.m. to 4:00 p.m. Saturdays.
Library staffed Tuesday-Saturday. Staff continue to work in teams. Teams work two weekdays
per week and alternating Saturdays.
Shifts will run from 12:00 to 6:00 p.m. Staff are not required to take an unpaid meal break for a
work day of this length, although one paid 20-minute rest break per shift will be allowed on a
“one at a time” basis for a work day of this length, although rest breaks will be allowed as long
as social distancing is maintained.
STAGE 3:
Extended hours for staff in the building; Plaza Pick-up services continue 12:30 to 5:30 p.m.
Tuesdays through Thursdays, and shifts to 10:00 a.m. to 3:00 p.m. on Saturdays.
Library staffed Tuesday-Saturday. Staff continue to work in teams. Teams work two weekdays
per week and alternating Saturdays.
Shifts will run from 9:30 a.m. to 6:00 p.m. Staff are required to take an unpaid meal break for a
work day of this length, on a “one at a time” basis as long as social distancing is maintained.
STAGE 4:
After careful consideration of data and legislation, library may begin limited socially-distanced
use of parts of the facility for browsing and other services.
Library will remain closed on Sundays and Mondays to facilitate cleaning.
Library staffed Tuesday-Saturday. Staff continue to work in teams. Teams work two weekdays
per week and alternating Saturdays.
RETURN TO “NORMAL”
Programs, gatherings, and use of the library by individuals for extended periods of time will be
implemented when it is deemed advisable. Open hours may continue to be limited to facilitate
cleaning.
LONG RANGE PLANNING
The Director and the Board of Trustees commit to reviewing all parts of operations including;
risk, governance, policies, facility, finances, staffing, services, collections, technologies,
outreach/public relations, budget and staff development in order to keep staff and the public
safe during this global pandemic.
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APPROVED BY THE BOARD OF TRUSTEES: MAY 27, 2020
UPDATED TO REFLECT RECENT CHANGES: AUGUST 25, 2020
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Surveillance Camera Policy
The Library utilizes surveillance cameras to complement other measures to ensure a safe and
secure environment for staff, tenants, and guests. The equipment assists in protecting the
library and in protecting its property against theft or vandalism and in identifying intruders and
persons violating the law.
Surveillance cameras are to be positioned to monitor security-sensitive areas including building
entrances/exits and the parking lots.
Recorded information from the video cameras is retained for no more than three months.
Incidents of theft, vandalism, trespassing or destruction of library property may be maintained
indefinitely. In the event of an observed or reported incident, the recorded information may be
utilized to assist in the investigation of the incident. The library will maintain control of and
responsibility for the video security surveillance equipment and its recordings at all times.
Use/Disclosure of Video recordings:
Video recordings may be utilized by authorized individuals to identify those responsible for
library policy violations and/or criminal activity on library property.
Under certain circumstances, individuals authorized by the Director under this policy may
utilize recorded data to request law enforcement review for investigating a possible crime on
library property.
All requests for security camera footage by law enforcement will be referred to the Library
Director. In the Director’s absence, requests are to be directed to the Assistant Director. Upon
presentation of a search warrant, which is to be executed immediately, the library will comply
with the search warrant subject to consultation with legal counsel. Upon receipt of a subpoena
or other court order, the library will consult with legal counsel to determine if the document is
in proper form and that good cause exists for its issuance from a court of proper jurisdiction. If
not, the library will require that any defect be remedied prior to releasing video records.
Confidentiality/privacy issues are deemed to prohibit a member of the staff or general public
from viewing library security camera footage. If the library receives a request from a member
of the staff or general public to inspect security camera footage, the individual will be advised
that such will only be made available upon proper law enforcement or subpoena demand. The
library will allow law enforcement individuals to view security camera footage upon request in
relation to a claimed criminal violation relating to an incident that occurs on the library
grounds.
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Information Security Breach Notification Policy
This policy defines the circumstances under which the Library shall provide notice regarding a
breach in security of sensitive information.
This policy applies to information safeguarded by John Jermain Memorial Library. Suspected
or confirmed information security breaches must be reported immediately to the Network
Administrator and the Library Director. A breach is defined as unauthorized access or deletion
of library information, or the insertion of unauthorized programs to the Library system. The
Library will investigate all reports of security breaches of private and/or otherwise sensitive
information. Based on the results of the Library's investigation, internal and/or external parties
may be notified, as necessary and appropriate.
Upon notification of a suspected information security breach, the Library will:
● Report the breach to the appropriate officials, the director, the President of the Board of
Trustees, SCLS and law enforcement, as needed.
● Block, mitigate, or de-escalate the breach, if possible.
● Implement processes and procedures to prevent similar breaches from occurring in the
future.
Internal Notification
The person discovering the breach will report it to the Network Administrator and to the
Library Director, and who will establish an appropriate response strategy. If the Library's
investigation determines that criminal activity has taken place, the Director will notify the
Board of Trustees.
External Notification
The Network Administrator, in consultation with the Director, will determine if external
notification will be required. External notification is required if any of the following conditions
are met:
● Access has been gained to sensitive information
● A physical device that contains sensitive information has been lost or stolen
● There is evidence that sensitive information has been copied or removed from a physical
device containing such information
External notifications will go to anyone affected by the breach, or whose data may have been
compromised, as well as to government officials, as required by law.
Approved August 2017
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Solicitation and Distribution
Organizations and individuals are prohibited from canvassing, distributing literature,
circulating petitions or selling merchandise to employees or patrons on Library premises.
Solicitation is not permitted on Library property at any time.
Approved by the Board of Trustees: August 16, 2000.

Gift Policy
The John Jermain Memorial Library welcomes financial and materials donations.
Financial donations:
All gifts will be used at the Library’s discretion unless the donor requests a special usage
agreement. For donations of $1,000 or less this agreement can be made between the donor and
the Director, for gifts of more than $1,000 the Board of Trustees must approve the agreement.
Materials donations:
The Library is happy to accept donations of materials in good condition (including computers,
books, videos, compact discs and audio books). The Library retains full control over all
donated materials. Such materials are usually (1) added to the collections or (2) sold to raise
money for the Library or (3) given to other institutions but some items may be disposed of in
other ways. No agreement can be made to waive this control unless it is done, in writing,
following an official action by the Board of Trustees.
The Library cannot provide pick-up service for donated materials. Delivery of more than two
boxes or two bags of items must be arranged in advance with the Director, or designee (usually
the Reference Librarian.)
The Library will acknowledge all donations in writing. Only in the case of financial gifts will
monetary values be assigned. It is the responsibility of the donor to have materials appraised
before donating them to the Library.
Approved by the Board of Trustees: September 20, 2000.
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Maintenance of Public Order
Unattended Minors
The John Jermain Memorial Library welcomes children and youth of all ages to use its
facilities and services. The safety and wellbeing of patrons of all ages and the maintenance of
an atmosphere conducive to library use are major concerns. Though staff will always respond
with care and concern, they cannot assume responsibility for the safety and comfort of minors
when they are unattended. Children under the age of ten (10) must be attended and adequately
supervised at all times. Older youth may use the library unattended provided they are able to
maintain proper library behavior. Responsibility for the welfare and the behavior of all minors
using the library rests with the parent/guardian/caregiver.
If in the judgment of the library staff an unsupervised child’s conduct, capacity or age, or the
conduct or age of those responsible for the child exposes the child or others to risk, disrupts the
operation of the library or requires continual staff intervention then the staff will require that
such child and those with such child leave the library unless in the judgment of the library staff
the child cannot safely leave the premises without adult supervision due to age, capacity,
weather, time of day, or other circumstances. In such an event the library staff will attempt to
contact the parent or legal guardian and request the child’s removal from the library. If a parent
or legal guardian is unavailable then proper authorities will be notified.
Approved by the Board of Trustees: 21 June 2000.
Adopted by the Board of Trustees of the John Jermain Memorial Library Feb. 11, 2004
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Patron Behavior Policy
For the purposes of this policy “The Library” refers to the John Jermain building and
immediate premises surrounding the building, as well as its digital and offsite presence; these
rules for patron behavior apply in all current and evolving settings, both physical and virtual
and the Library will enforce its Patron Behavior Policy in all library designated spaces,
including its social media accounts. Any patron who violates the library rules and regulations
may be denied the privilege of access to the Library, its programs, and its electronic accounts
by the Library Board of Trustees, on recommendation of the Library Director.
Patrons are encouraged to read, study and use library materials, and to take part in programs or
similar activities associated with the use of a public library. Any person not so engaged may be
required to leave the library premises. Patrons are prohibited from engaging in any activity
which constitutes an annoyance, disruption, distraction, or safety or health hazard to other
patrons or library staff, as well as the orderly and peaceful use and enjoyment of the library and
library premises
The following are examples of behavior and activity NOT permitted in the Library:
● Refusing to wear and/or properly wear Personal Protective Equipment such as masks,
when such use is required by the library due to public health conditions
● Refusing to comply with established Social Distancing Guidelines as implemented by
the Library when necessary for public safety
● Interfering with other patrons’ reasonable expectation of privacy
● Interfering with Library staff’s performance of their duties
● Leaving children under the age of ten (10) unattended on the premises
● Using harassing, obscene, abusive, or insulting language or gestures
● Causing a disturbance by arguing, propagandizing, or proselytizing
● Soliciting, gambling, distributing leaflets or petitions, congregating, or sleeping in the
library or on library premises
● Engaging in loud or boisterous activities
● Consuming food or beverages outside of designated areas
● Smoking or vaping on Library property. Library property means anywhere within the
Library building and outside of the building within 100 feet of a library doorway
pursuant to Public Health Law, Article 13-E, known as the Clean Indoor Air Act
(CIAA).
● Skateboarding on Library premises;
● Listening to music, movies, or other audio content without the use of headphones;
● Possessing, distributing, or consuming alcoholic beverages, illegal drugs, narcotics, or
controlled substances or misusing legal substances such as glue or prescription
medications;
● Possessing or using a dangerous weapon; A dangerous weapon is defined as any
instrument, article or substance that is used for or readily capable of causing death or
serious physical injury. This includes but is not limited to firearms, knives, swords,
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●
●
●
●
●
●
●

plastic/metal knuckles, taser, pepper spray, etc. New York State Penal Law establishes
the Library as a Sensitive Location in which concealed carry of a firearm is prohibited.
Any violation of that law will, in addition to sanctions imposed by the Library, be
referred to law enforcement for criminal prosecution.
Damaging, defacing, destroying, or stealing any material, equipment, or property
belonging to the library, fellow patrons or library staff;
Accessing the Library’s restricted staff network and/or the proprietary data stored
thereon without permission, or using the Library’s public network for criminal purposes
or to violate the privacy of others;
Rearranging library shelving, furnishings or furniture, or using it improperly, including
sitting on or putting feet on tables, or excessive spreading of personal effects including
computing devices, bags, clothing and papers;
Talking on cell phones inside the library, with the exception of designated areas;
Entering the building without footwear or appropriate clothing;
Bringing any pets, with the exception of service dogs and miniature horses trained as
service animals as allowed under The Americans with Disabilities Act (ADA)
legislation.
Library personnel will enforce these rules. Patrons not complying will be asked to
leave. Library personnel are authorized to contact the police to ensure compliance.

Any patron who violates the Library rules and regulations may be denied the privilege of
access to the Library by the Library Board of Trustees, on recommendation of the Library
Director. Any patron whose privileges have been denied may have that decision reviewed by
the Board of Trustees.
Approved By The Board Of Trustees: December 2018
Amended April 2020; Amended May 2020 & July 2022
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Tutoring Policy
The John Jermain Memorial Library recognizes the benefit to the students and parents of the
community of permitting one-on-one tutoring within the Library.
The following procedures are intended to provide a balance between the use of the Library by
tutors and their students, and the use of the Library by other members of the community. Tutors
and their students are required to follow all Library policies and regulations. In order to assure
that tutoring within the Library is in line with the Library’s service to the community, the
following guidelines must be observed:
1. The Library is not to be used as office space or a place whereby a tutor may operate a
private business.
2. Children under 10 years of age who are tutored in the Library are the responsibility of
the tutor while on library property.
3. Tutors may not solicit Library patrons in the Library and may not publish or distribute
advertisements or letters indicating the Library as their place of doing business or
otherwise imply Library sponsorship of their activities.
4. Tables and chairs located on the Lower and Main levels of the library are available for
use by tutors only on a limited first-come, first-served basis during Library operating
hours.
5. Tutors are not allowed to leave tutoring materials or personal items at tables as a means
of reserving the space for successive tutoring sessions.
6. Cellphone use is not permitted within the Library.
7. The third floor Rotunda is for quiet study only; tutoring is not permitted in this space.
Noncompliance with the above guidelines will result in tutors and students being asked to
leave the Library.
Library staff reserves the right to ask tutors to stop instruction if it unduly interferes with the
use of the Library by other community members.
The Library is not obligated to accommodate any tutor on a regularly scheduled basis.

Adopted by the Board of Trustees : October 20, 2021
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Animals in the Library
It is the policy of the John Jermain Memorial Library to prohibit all animals from entering
library facilities, with the exception of service animals, service animal trainees, and animals
featured in programs sponsored by the John Jermain Memorial Library.
Under the Americans with Disabilities Act (“ADA”), a service animal is a dog that has been
individually trained to do work or perform tasks for an individual with a disability. The dog
must be trained to do work or perform specific task(s) to assist the person with a disability, and
the work or task(s) performed must be directly related to the disability.
Emotional support, therapy, comfort, or companion animals which have not been trained to do
work or perform a specific task for the person with a disability do not qualify as service
animals under the ADA and will not be permitted in the library
EMPLOYEE GUIDELINES
If it is not obvious that a dog brought into the library is a service animal, a staff member may
ask the following questions:
•
•

Is the dog a service animal required because of a disability?
What specific work or task has the dog been trained to perform?

A staff member attempting to ascertain whether a dog is a service animal is prohibited from
asking about the nature of a person’s disability.
A staff member attempting to ascertain whether a dog is a service animal is prohibited from
asking for a special identification card or training documentation for the dog.
SERVICE ANIMAL GUIDELINES
Service animals must be under the immediate control of their handlers at all times.
Service animals which are not housebroken, bark excessively (as determined in the discretion
of the Director), are uncontrolled, or are otherwise disruptive will be required to leave the
premises.
Service animals may never be left unattended on library grounds.
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Service animals are not allowed on library furniture or fixtures, except as required to do work
or perform task(s), and must remain on the floor or be carried (as appropriate) by their handlers
at all times.
The handler is liable for any damage to the library caused by their service animal. This
includes cleaning up should the animal urinate or defecate.
MINIATURE HORSES
The Library will permit a person with a disability to use a miniature horse (generally ranging in
height from 24 inches to 34 inches measured to the shoulders and generally weighing between
70 and 100 pounds) who has been individually trained to do work or perform task(s) for a
person with a disability so long as (i) the miniature horse’s presence does not compromise
legitimate safety requirements of the Library and (ii) the person with a disability otherwise
complies with the terms of this policy.
Misrepresenting a dog or miniature horse as a service animal is a violation of the library’s
Patron Code of Conduct, and may result in suspension of library privileges.
APPROVED BY THE BOARD OF TRUSTEES: MARCH 2021
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Programs for the Community
Acquisition and Display of Works of Art
Purpose and Discussion
The Library recognizes the value of the arts as an integral component in a well-rounded
education. The Library welcomes offerings of art works.
Instructions and Responsibilities
Individuals or groups wishing to donate art works to the Library should submit a letter to that
effect describing the work, its history, and its location for review. A biographical sketch of the
artist and a description of techniques used in the art production should be contained in the
letter.
The Library Art Review Committee, appointed as necessary by the Board of Trustees, shall
review the art work and determine its appropriateness for addition to the Library collection.
The Committee shall render a written recommendation to the Board whether to accept or reject
the donation. This recommendation may or may not be made public depending on the
sensitivity of its contents. The Board ultimately determines whether or not to accept the
offering. The Secretary shall note the Board’s decision in writing on the Committee’s
recommendation.
Works of art donated to the Library become the possession of the Library. The Library
reserves the right to display said works of art in places and at times it chooses.
The Library reserves the right to dispose of said works of art in its collection through sale,
donation to third parties or other means unless otherwise stipulated in the original written
agreement between the donor and the Library.
Upon occasion, people may wish to exhibit artworks. The Library reserves the right to
determine what displays will be solicited and accepted, and to review all content.
Exhibits/displays using these facilities shall be for one or more of the following purposes:
■
■
■

Promoting the library services, collections, or programs.
Highlighting current issues, events or other subjects of public interest.
Displaying art, crafts, photographs, writings, or collections when they promote or
complement the mission of the library.
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Bulletin Boards
The Library provides bulletin boards in public service areas. Since space is limited, the types
of items that will be posted must also be limited. Space will be allocated in the following
priority: information about the Library and its services; information supplied by local
non-profit organizations (about upcoming events only); and, information supplied by local,
state and national governments.
Due to space and legal considerations, the Library will not post advertisements of any kind
(except those announcing events and-or services provided by local community organizations
and government agencies.)
The Director, or a staff member they delegate, must approve all materials before they are
posted on the bulletin boards. Unapproved items may be removed at the discretion of the
Director or designee.

Approved by the Board of Trustees: July 19, 2000.
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Displays
The John Jermain Memorial Library welcomes displays of arts, crafts, and other items of
general interest to the community.
The Library will provide space for library district residents and local organizations for such
displays when possible.
Such displays are to be arranged through the Director or the Director’s designee.
The following criteria are to be used in deciding whether items are appropriate for public
display in the Library.
1)
2)
3)
4)

sufficient artistic and/or general interest;
politically nonpartisan;
non proselytizing;
would not bother or offend children (especially since parents cannot reasonably stop
their children from seeing displays without keeping children from using the
Library);
5) is in an appropriate format for display;
6) the exhibitor will release the Library from any liability for items on display which
are lost, stolen or damaged in any way, even through negligence.
In regard to the fourth criterion, the Trustees emphasize that they do not countenance
censorship of written words or images contained within materials the Library possesses or
lends. However, they do believe that the items on display should not be offensive to Library
visitors of any age.
The Director will be the final arbiter regarding what may be displayed in the Library, where
and how it will be displayed, and for what length of time. There can be no appeal in regard to
this matter.
Guidelines for Displays
EXHIBITOR
■
■
■
■

Exhibitors of temporary exhibits must execute an exhibit agreement with the
Library before the display is installed. This Exhibitors Agreement and Release
shall include a descriptive list of all items included in the display.
No items shall be displayed until a signed Exhibitor’s Agreement and Release and a
list of all items included in the exhibit are provided to the Library.
The exhibitor’s name and telephone may be included in the display.
The group or individual providing the display must supply any labor and/or
equipment necessary to mount the display.
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■
■

The final decision regarding the display arrangement and content is reserved to the
library.
The Library will not provide storage for the property of exhibitors beyond the
period specified in the Exhibitor’s Agreement and Release. Exhibits left beyond
this period will be considered abandoned property and will be disposed of
accordingly.

CANCELLATION
The Library reserves the right to cancel displays at any time for any reason.

Approved by the Board of Trustees: August 16, 2000.
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EXHIBITOR’S AGREEMENT AND RELEASE
In consideration of my permitting my property to be exhibited at the John Jermain Memorial
Library, I hereby agree that neither the Library nor its Trustees, agents or employees shall be
liable for:
1.
any theft or damage, by whomever or however caused, or failure to exhibit, store, move
or remove said property; or
2.
any injury which I or others may sustain to any degree attributable to, or in any way
relative to, the exhibition.
I represent that the exhibition of my property is not prohibited or restricted in any way, and that
title to said property shall not be transferred before its removal from the Library. I agree to
indemnify and hold harmless the Library, its Trustees, agents and employees concerning any
claim or action against any of them because of my property and/or its exhibition.
By signing this Exhibitor’s Agreement and Release, I acknowledge having read the Library’s
DISPLAYS AND EXHIBITS POLICY and hereby agree (without reservation) to comply with
all its terms and conditions.
DELIVERY DATE_____________________ REMOVAL DATE________________
DATES OF EXHIBIT___________________ TO _____________________________
________________________________
Signature

_________________________________
Print Name

Address

Phone

I hereby acknowledge that I have withdrawn my exhibit from the premises of the John Jermain
Memorial Library.
___________________________
Date

________________________________
Signature

Approved by Board of Trustees, October 19, 2005
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Designated Spaces Policy
The Library reserves the right to limit access and use of designated spaces within the building,
and in its digital, virtual, and social media spaces, for specific audiences and/or purposes.
Limited-use areas include, but are not limited to, the Children's Room, the Teen Space, the
Scala Rotunda, The Scholar’s Study, the Lower Level tutoring space, the Community Meeting
Room, the Library website, the Library Instagram account, the Library Teen Instagram
account, and the Library Facebook page. This policy also applies to all renamed and
reallocated spaces within the building, as well as any newly emerging digital platforms adopted
by the Library. Each has its own requirements, outlined below. For additional information
about the use of these areas, see the library’s Meeting Room Use policy.
The Director is authorized to develop and amend guidelines pertaining to the utilization of
designated spaces, and to make exceptions to designated use from time-to-time as the need
arises.
The Scala Rotunda
The Rotunda is reserved exclusively for quiet study and contemplation. Conversations,
cell-phone use, the use of audio-devices without headphones, and collaborative activities are
not permitted in this space.
Paul A. Wagner Scholar’s Study
The Scholar’s Study, adjacent to the Scala Rotunda, is used for a variety of Library-sponsored
or library-supported programming including, but not limited to, small seminar-style programs,
critique groups, support groups, one-on-one programming, staff work requiring a designated
space, and library-supported programming including Literacy Volunteer sessions. When the
room is not in use by the library, it is available on a first-come, first-served basis for patrons
pursuing quiet study only, and is not for use by tutors or patrons engaged in collaborative
activities. The Library does not guarantee availability of this study space for patrons, and
patrons using the room may be asked to leave if the room is required for library-related
activities. Anyone using this room should be aware that staff may access the space at any time
for the retrieval of reference materials.
Philip Dusenberry Community Workroom
The Community Workroom, located on the Main Floor, is used for a variety of
library-sponsored and library-supported programming including, but not limited to, small
seminar-style programs, critique groups, support groups, one-on-one programming, staff work
requiring a designated space, and library-supported programming including Literacy Volunteer
sessions. When the room is not in use by the library, it is available on a first-come, first-served
basis for patrons pursuing quiet study only, and is not for use by tutors or patrons engaged in
collaborative activities. The Library does not guarantee availability of this study space for
patrons, and patrons using the room may be asked to leave if the room is required for
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library-related activities. Anyone using this room should be aware that staff may access the
space at any time for the retrieval of reference materials.
Paul A. Wagner Children’s Room
The Children’s Room is designed and intended for use by children, birth through 8th grade,
their parents/caregivers, and educators. Other patrons should limit their visits to the
Children’s Room to the perusal of the collection and the selection of materials. Information on
the use of computers in the Children’s Room can be found in the Computer Use Policy.
Ted Baldwin Teen Space
The Teen Space, located on the Lower Level, is intended for use by teens in grades 6 through
12. Other patrons should limit their visits to the Teen Space to the perusal of the collection and
the selection of materials. Information on the use of computers in the Teen Space can be found
in the Computer Use Policy.
Upper Level Computer Lab
The Computer Lab includes public computers for use by patrons ages 14 through adult.
These computers may be accessed via a log-in using the barcode from any Suffolk County
Library card or with a guest pass. Daily use of these computers is limited to a maximum of 4
hours and 5 minutes per person. Additional information can be found in the Computer Use
Policy.
Tutorial/Group Study Areas
The Library has designated the tables outside of the Meeting Room for tutoring and group
study. These tables are available on a first-come, first-served basis; they may not be reserved,
nor may other Library users be asked to move to accommodate tutors or groups. The Library
does not guarantee availability of tutorial/group study space.
The Friends of the Library Community Meeting Room
The Meeting Room is used for a variety of Library-sponsored or Library-supported
programming including, but not limited to, small seminar-style programs, critique groups,
support groups, one-on-one programming, staff work requiring a designated space, and Library
supported programming including Literacy Volunteer sessions.
John Jermain Digital and Virtual Platforms and Spaces
The Library’s virtual and electronic spaces, including its website, calendar, and social media
accounts, are used for promotion of the library and its collections, for the dissemination of
information, as well as for a variety of library-sponsored and library-supported programming.
The use of these platforms by other organizations is strictly limited to the terms set forth in our
Meeting Room Use Policy, and are subject to the director’s approval.
Approved By The Board Of Trustees: September 2017
With Updates To Reflect Space-use Changes: September 2018
With Amendments Added April 2020
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Meeting Room Use Policy
If not scheduled for use by the library, the JJML meeting room spaces may be available during
normal library hours for use by outside non-profit groups that have or will have a collaborative
relationship with the Library including but not limited to:
The Friends of the John Jermain Library
SHUFSD and its ancillary organizations such as the PTA and PTSA
The Sag Harbor Historical Society
The Sag Harbor Cultural District Member Organizations
The Custom House and SPLIA
The Whaling Museum
The Chamber of Commerce
The Sag Harbor Food Pantry
Requests for use by these groups are granted pending availability, which is not guaranteed.
Availability will be determined solely by the Library. No for-profit events or fundraising events
by outside groups are permitted. No campaigning, solicitation or gambling is allowed on
library premises.
“The Library” refers to the John Jermain building, as well as its digital, virtual, and offsite
presence. The rules set forth in this policy apply in all current and evolving settings, both
physical and virtual. The Library may, at its discretion, use its virtual and electronic spaces,
including its website, calendar, and social media accounts to host and promote on a limited
basis outside non-profit groups that have or will have a collaborative relationship with the
Library, as outlined above.
Any patron who violates the library rules and regulations may be denied the privilege of access
to the Library, its programs, and its electronic accounts by the Library Board of Trustees, on
recommendation of the Library Director.
Approved By The Board Of Trustees: September 2017
With Updates To Reflect Space-use Changes: September 2018
With Amendments Added April 2020
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NY Hero Act Airborne Infectious Disease Exposure Prevention Plan
The purpose of this plan is to protect employees against exposure and disease during an
airborne infectious disease outbreak. This plan goes into effect when an airborne infectious
disease is designated by the New York State Commissioner of Health as a highly contagious
communicable disease that presents a serious risk of harm to the public health. This plan is
subject to any additional or greater requirements arising from a declaration of a state of
emergency due to an airborne infectious disease, as well as any applicable federal standards.
Employees should report any questions or concerns with the implementation of this plan to the
designated contact.
This plan applies to all “employees” as defined by the New York State HERO Act, which
means any person providing labor or services for remuneration for a private entity or business
within the state, without regard to an individual’s immigration status, and shall include
part-time workers, independent contractors, domestic workers, home care and personal care
workers, day laborers, farmworkers and other temporary and seasonal workers.
The term also includes individuals working for digital applications or platforms, staffing
agencies, contractors or subcontractors on behalf of the employer at any individual work site,
as well as any individual delivering goods or transporting people at, to or from the work site on
behalf of the employer, regardless of whether delivery or transport is conducted by an
individual or entity that would otherwise be deemed an employer under this chapter. The term
does not include employees or independent contractors of the state, any political subdivision of
the state, a public authority, or any other governmental agency or instrumentality.
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I. Responsibilities
This plan applies to all employees of John Jermain Memorial Library and al the following
work sites:
201 Main Street, Sag Harbor, NY 11963

This plan requires commitment to ensure compliance with all plan elements aimed at
preventing the spread of infectious disease. The following supervisory employee(s) are
designated to enforce compliance with the plan. Additionally, these supervisory
employees will act as the designated contacts unless otherwise noted in this plan:
Name

Title

Location

Phone

Kelly A. Harris

Executive Director

John Jermain Memorial Library 631.725.0049 ext 223
201 Main St. Sag Harbor, NY

Wonda Miller

Assistant Director

Same
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631.725.0049 ext 234

II. Exposure Controls during a Designated Outbreak
Minimum Controls During an Outbreak
During an airborne infectious disease outbreak, the following minimum controls will be
used in all areas of the worksite:
1. General Awareness: Individuals may not be aware that they have the infectious
disease and can spread it to others. Employees should remember to:
• Maintain physical distancing;
• Exercise coughing/sneezing etiquette;
• Wear face coverings, gloves, and personal protective equipment (PPE), as
appropriate;
• Individuals limit what they touch;
• Stop social etiquette behaviors such as hugging and hand shaking, and
• Wash hands properly and often.
2. “Stay at Home Policy”: If an employee develops symptoms of the infectious
disease, the employee should not be in the workplace. The employee should
inform the designated contact and follow New York State Department of Health
(NYSDOH)and Centers for Disease Control and Prevention (CDC) guidance
regarding obtaining medical care and isolating.
3. Health Screening: Employees will be screened for symptoms of the infectious
disease at the beginning of their shift. Employees are to self-monitor throughout
their shift and report any new or emerging signs or symptoms of the infectious
disease to the designated contact. An employee showing signs or symptoms of the
infectious disease should be removed from the workplace and should contact a
healthcare professional for instructions. The health screening elements will follow
guidance from NYSDOH and CDC guidance, if available.
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4. Face Coverings: When in use, face coverings must cover the nose and mouth,
and fit snugly, but comfortably, against the face. The face covering itself must not
create a hazard (e.g., features could get caught in machinery or cause severe
fogging of eyewear). The face coverings must be kept clean and sanitary and
changed when soiled, contaminated, or damaged.
• Effective February 10, 2022: Employees will wear appropriate face
coverings in accordance with guidance from State Department of Health or
the Centers for Disease Control and Prevention, as applicable. Consistent with
the guidance from the State Department of Health, if indoor areas do not have
a mask or vaccine requirement as a condition of entry, appropriate face
coverings are recommended, but not required. It is also recommended that
face coverings be worn by unvaccinated individuals, including those with
medical exemptions, in accordance with federal CDC guidance. Further, the
State’s masking requirements continue to be in effect for pre-K to grade 12
schools, public transit, homeless shelters, domestic violence shelters,
correctional facilities, nursing homes, health care, child care, group homes,
and other sensitive settings in accordance with CDC guidelines. New York
State and the State Department of Health continue to strongly recommend
face coverings in all public indoor settings as an added layer of protection,
even when not required.
5. Physical Distancing: Physical distancing will be used, to the extent feasible, as
advised by guidance from State Department of Health or the Centers for Disease
Control and Prevention, as applicable.
In situations where prolonged close contact with other individuals is likely, use
the following control methods: (Note to employer: Check off the controls you
intend to use and add any additional controls not listed here.)
• restricting or limiting customer or visitor entry;
• limiting occupancy;
• allowing only one person at a time inside small enclosed spaces with poor
ventilation;
• reconfiguring workspaces;
• physical barriers;
• signage;
• floor markings;
• telecommuting;
• remote meetings;
• preventing gatherings;
• restricting travel;
• creating new work shifts and/or staggering work hours;
• adjusting break times and lunch periods;
• delivering services remotely or through curb-side pickup;
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6. Hand Hygiene: To prevent the spread of infection, employees should wash hands
with soap and water for at least 20 seconds or use a hand sanitizer with at least
60% alcohol to clean hands BEFORE and AFTER:
• Touching your eyes, nose, or mouth;
• Touching your mask;
• Entering and leaving a public place; and
• Touching an item or surface that may be frequently touched by other
people, such as door handles, tables, gas pumps, shopping carts, or
electronic cashier registers/screens.
Because hand sanitizers are less effective on soiled hands, wash hands rather than
using hand sanitizer when your hands are soiled.
7. Cleaning and Disinfection: See Section V of this plan
8. “Respiratory Etiquette”: Because infectious diseases can be spread by droplets
expelled from the mouth and nose, employees should exercise appropriate
respiratory etiquette by covering nose and mouth when sneezing, coughing or
yawning.
9. Special Accommodations for Individuals with Added Risk Factors: Some
employees, due to age, underlying health condition, or other factors, may be at
increased risk of severe illness if infected. Please inform your supervisor or the
HR department if you fall within this group and need an accommodation.
.
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Advanced Controls during an Outbreak
For activities where the Minimum Controls alone will not provide sufficient protection
for employees, additional controls from the following hierarchy may be necessary.
Employers should determine if the following are necessary:
1. Elimination: Employers should consider the temporary suspension or elimination
of risky activities where adequate controls could not provide sufficient protection
for employees.
2. Engineering Controls: Employers should consider appropriate controls to contain
and/or remove the infectious agent, prevent the agent from being spread, or isolate
the worker from the infectious agent. Examples of engineering controls include:
i. Mechanical Ventilation:
a) Local Exhaust Ventilation, for example:
• Ventilated booths (lab hoods);
• Kitchen Vents; and
• Vented biosafety cabinets.
b) General Ventilation, for example:
• Dedicated ventilation systems for cooking areas, malls, atriums,
surgical suites, manufacturing, welding, indoor painting, laboratories,
negative pressure isolation rooms;
• Increasing the percentage of fresh air introduced into air handling
systems;
• Avoiding air recirculation;
• Using higher-efficiency air filters in the air handling system;
• If fans are used in the facility, arrange them so that air does not blow
directly from one worker to another; and
ii. Natural Ventilation, for example:
• Opening outside windows and doors to create natural ventilation; and
• Opening windows on one side of the room to let fresh air in and
installing window exhaust fans on the opposite side of the room so that
they exhaust air outdoors. (Note: This method is appropriate only if air
will not blow from one person to another.)
iii. Install automatic disinfection systems (e.g., ultraviolet light disinfection
systems).
iv. Install cleanable barriers such as partitions and/or clear plastic sneeze/cough

guards.
v.

Change layout to avoid points or areas where employees may congregate (e.g.,
install additional timeclocks).
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Engineering Controls Utilized/Location:
The Library will use the advanced controls listed on page 4
Section 2ia does not apply to our facility

Note to Employer: One of the best ways to reduce exposure to infectious agents is to improve ventilation. The aim is to deliver more
“clean air” into an occupied area and exhaust the contaminated air to a safe location. In some cases, the air may have to be filtered
before it enters the work area and/or before it is exhausted. Direct the contaminated air away from other individuals and from the
building’s fresh air intake ports. Consult your ventilation system’s manufacturer or service company to determine if improvements
are possible for your system.

Subject to changes based on operations and circumstances surrounding the infectious
disease, engineering controls that are anticipated to be used are listed in the following
table:

3. “Administrative Controls” are policies and work rules used to prevent exposure.
Examples include:
● Increasing the space between workers;
● Slowing production speed to accommodate fewer workers at a time;
● Disinfecting procedures for specific operations;
● Not shaking out soiled laundry;
● Employee training;
● Identify and prioritize job functions that are essential for continuous
operations;
● Cross-train employees to ensure critical operations can continue during
worker absence;
● Limit the use of shared workstations;
● Post signs reminding employees of respiratory etiquette, masks, handwashing;
● Rearrange traffic flow to allow for one-way walking paths;
● Provide clearly designated entrance and exits;
● Provide additional short breaks for handwashing and cleaning;
● Establishing pods or cohorts working on same shift
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Administrative Controls Utilized/Location:
Increasing the space between workers;
Reduction of services offered to accommodate fewer workers at a time;
Disinfecting procedures for specific operations;
Employee training;
Identify and prioritize job functions that are essential for continuous operations;
Cross-train employees to ensure critical operations can continue during worker absence
Limit the use of shared workstations;
Post signs reminding employees of respiratory etiquette, masks, handwashing;
Rearrange traffic flow to allow for one-way walking paths;
Provide additional short breaks for handwashing and cleaning;
Establishing pods or cohorts working on same shift

Subject to changes based on operations and circumstances surrounding the infectious
disease, the following specific administrative controls are anticipated to be used:
4. Personal Protective Equipment (PPE) are devices like eye protection, face shields,
respirators, and gloves that protect the wearer from infection. PPE will be
provided, used and maintained in a sanitary and reliable condition at no cost to the
employee. The PPE provided to an employee will be based on a hazard
assessment for the workplace.
PPE Required - Activity Involved/Location:
KN95 Masks

Supplies are located in the staff office area. Work stations around
the building are stocked with supplies for easy access and use as
needed. All PPE will be used to protect staff when performing work
related tasks which require contact with patrons and/or coworkers
and/or materials which have been/will be handled by others and
when sanitizing work stations and high touch areas.

Non latex gloves
Lysol, Clorox, Alcohol Wipes
Hand Sanitizer
Face Shields
1
The use of respiratory protection, e.g. an N95 filtering facepiece respirator, requires compliance with the
OSHA Respiratory Protection Standard 29 CFR 1910.134 or temporary respiratory protection requirements OSHA
allows for during the infectious disease outbreak.
2
Respirators with exhalation valves will release exhaled droplets from the respirators. Respirators are designed
to protect the wearer. Surgical masks and face coverings, which are not respirators, are designed to protect others, not
the wearer.
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Exposure Control Readiness, Maintenance, and Storage:
The controls we have selected will be obtained, properly stored, and maintained so that
they are ready for immediate use in the event of an infectious disease outbreak and any
applicable expiration dates will be properly considered.

138

III. Housekeeping During a Designated Outbreak
Disinfection Methods and Schedules
Objects that are touched repeatedly by multiple individuals, such as door handles, light
switches, control buttons/levers, dials, levers, water faucet handles, computers, phones, or
handrails must be cleaned frequently with an appropriate disinfectant. Surfaces that are
handled less often, or by fewer individuals, may require less frequent disinfection.
The disinfection methods and schedules selected are based on specific workplace
conditions.
The New York State Department of Environmental Conservation (NYSDEC) and the
Environmental Protection Agency (EPA) have compiled lists of approved disinfectants
that are effective against many infectious agents (see dec.ny.gov and
epa.gov/pesticide-registration/selected-epa-registered-disinfectants). Select disinfectants
based on NYSDOH and CDC guidance and follow manufacturer guidance for methods,
dilution, use, and contact time.
Adjustments to Normal Housekeeping Procedures
Normal housekeeping duties and schedules should continue to be followed during an
infectious disease outbreak, to the extent practicable and appropriate consistent with
NYSDOH and/or CDC guidance in effect at the time. However, routine procedures may
need to be adjusted and additional cleaning and disinfecting may be required.
Housekeeping staff may be at increased risk because they may be cleaning many
potentially contaminated surfaces. Some housekeeping activities, like dry sweeping,
vacuuming, and dusting, can resuspend into the air particles that are contaminated with
the infectious agent. For that reason, alternative methods and/or increased levels of
protection may be needed.
Rather than dusting, for example, the CDC recommends cleaning surfaces with soap and
water before disinfecting them. Conducting housekeeping during “off” hours may also
reduce other workers’ exposures to the infectious agent. Best practice dictates that
housekeepers should wear respiratory protection. See cdc.gov for more guidance.
If an employee develops symptoms of the infectious disease at work, it is ideal to isolate
the area in accordance with guidance issued by NYSDOH or the CDC, before cleaning
and disinfecting the sick employee’s work area. This delay will allow contaminated
droplets to settle out of the air and the space to be ventilated.
As feasible, liners should be used in trash containers. Empty the containers often enough
to prevent overfilling. Do not forcefully squeeze the air out of the trash bags before tying
them closed. Trash containers may contain soiled tissue or face coverings.
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IV. Infection Response During a Designated Outbreak
If an actual, or suspected, infectious disease case occurs at work, take the following
actions:
● Instruct the sick individual to wear a face covering and leave the worksite and
follow NYSDOH/CDC guidance.
● Follow local and state authority guidance to inform impacted individuals.
V. Training and Information During a Designated Outbreak
Kelly A. Harris, Executive Director, will verbally inform all employees of the
existence and location of this Plan, the circumstances it can be activated, the infectious
disease standard, employer policies, and employee rights under the HERO Act. (Note:
training need not be provided to the following individuals: any individuals working for
staffing agencies, contractors or subcontractors on behalf of the employer at any
individual work site, as well as any individual delivering goods or transporting people
at, to or from the work site on behalf of the employer, where delivery or transport is
conducted by an individual or entity that would otherwise be deemed an employer
under this chapter.
When this plan is activated, all personnel will receive training which will cover all
elements of this plan and the following topics:
1.
2.
3.
4.
5.

The infectious agent and the disease(s) it can cause;
The signs and symptoms of the disease;
How the disease can be spread;
An explanation of this Exposure Prevention Plan;
The activities and locations at our worksite that may involve exposure to the
infectious agent;
6. The use and limitations of exposure controls
7. A review of the standard, including employee rights provided under Labor
Law, Section 218-B.
The training will be
1. Provided at no cost to employees and take place during working hours. If
training during normal work hours is not possible, employees will be
compensated for the training time (with pay or time of;
2. Appropriate in content and vocabulary to your educational level, literacy,
and preferred language; and
3. Verbally provided in person or through telephonic, electronic, or other
means
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VI. Plan Evaluations During a Designated Outbreak
The employer will review and revise the plan periodically, upon activation of the plan,
and as often as needed to keep up-to-date with current requirements. Document the plan
revisions below:
Plan Revision History
Date

Participants

Major Changes
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Approved By

Retaliation Protections and Reporting of Any Violations
No employer, or his or her agent, or person, acting as or on behalf of a hiring entity, or
the officer or agent of any entity, business, corporation, partnership, or limited liability
company, shall discriminate, threaten, retaliate against, or take adverse action against any
employee for exercising their rights under this plan, including reporting conduct the
employee reasonably believes in good faith violates the plan or airborne infectious
disease concerns to their employer, government agencies or officials or for refusing to
work where
an employee reasonably believes in good faith that such work exposes him or her, other
workers, or the public to an unreasonable risk of exposure, provided the employee,
another employee, or representative has notified the employer verbally or in writing,
including electronic communication, of the inconsistent working conditions and the
employer’s failure to cure or if the employer knew or should have known of the
consistent working conditions.
Notification of a violation by an employee may be made verbally or in writing, and
without limitation to format including electronic communications. To the extent that
communications between the employer and employee regarding a potential risk of
exposure are in writing, they shall be maintained by the employer for two years after the
conclusion of the designation of a high risk disease from the Commissioner of Health, or
two years after the conclusion of the Governor’s emergency declaration of a high risk
disease. Employer should include contact information to report violations of this plan and
retaliation during regular business hours and for weekends/other non-regular business
hours when employees may be working.

Adopted March 16, 2022
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The Use of Videoconferencing at Public Meetings
In accordance with the provisions of Section 103-a of the Public Officers Law, the Board
has passed a resolution authorizing the use of videoconferencing to conduct its public
meetings as well as the meetings of its committees and subcommittees. As required by
Section 103-a, this policy shall serve to establish the written procedures governing the
use of videoconferencing and member attendance at public meetings of the Board and
its committees and subcommittees.
I.

II.

Board meetings as well as the meetings of its committees and subcommittees may
utilize videoconferencing to conduct its public meetings provided that a minimum
number of members are present to constitute a full quorum of the Board or the
respective committee or subcommittee in either the same physical location or at
locations where the public can attend. All locations at which the public can attend
shall be included in the public notice of the meeting.
Except as provided in Paragraph (a) of this Section II, board members must be
physically present at the meeting unless they are unable to be present at any
meeting location due to extraordinary circumstances as set forth herein.

Examples of extraordinary circumstances which may render a board member unable to be
physically present at a meeting include: disability; illness; caregiving responsibilities; or
any other significant or unexpected factor which precludes the member’s physical
attendance at the meeting.
a. Members are not required to participate in person during (i) a state disaster
emergency declared by the governor pursuant to Section 28 of the
Executive Law or (ii) a local state of emergency declared by the chief
executive of a county, city, village or town pursuant to Section 24 of the
Executive Law provided that the board determines the circumstances
necessitating the emergency declaration would affect or impair the ability
of the public body to hold an in person meeting.
III.

When videoconferencing will be used at a public meeting, the public notice of the
meeting must inform the public (i) that videoconferencing will be used, (ii) where
the public can view and/or participate in the meeting, (iii) where required
documents and records will be posted or available and (iv) identify the physical
location for the meeting where the public can attend.

IV.

Additional procedures when videoconferencing will be used at a public meeting:
a. Board members must be heard, seen and identified while the meeting is
being conducted.
b. The minutes of the meeting must include which, if any, members
participated remotely.
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c. The meeting will be recorded and the recording will be posted on the John
Jermain Memorial Library’s website within five (5) business days of the
meeting. The recording shall remain available for five years thereafter.
Upon request, the recording will be transcribed.
d. The public will be provided with the opportunity to view the meeting via
video and to participate in the meeting (where public comment or
participation is authorized) via videoconference to the same extent as in
person comment or participation.
e. All meetings conducted using videoconferencing or which are broadcasted
will use technology that permits access to individuals with disabilities
consistent with the Americans with Disabilities Act.
Adopted July 2022
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Appendices
APPENDIX A
DEED OF TRUST FROM MARGARET OLIVIA SAGE TO THE TRUSTEES OF
THE LIBRARY
KNOW ALL MEN BY THESE PRESENTS, that I, MARGARET OLIVIA SAGE,
desiring to promote the public welfare by founding, endowing and having maintained a
public library at the Village of Sag Harbor, Suffolk County, Long Island, New York, and
acting pursuant to the provisions of Section 115 of Chapter 52 of the laws of 1909,
known as the Real Property Law, being Chapter 50 of the Consolidated Laws of the State
of New York, grant to J. JERMAIN SLOCUM, of 791 Madison Avenue, New York City;
SYLVANUS PIERSON JERMAIN, of Toledo, Ohio; OLIVE PRATT YOUNG, J.
HERMAN ALDRICH, FLORENCE FRENCH, JOHN H. HUNT, AND ANNA
MULFORD, all of Sag Harbor, Suffolk County, New York, as Trustees, and to their
successors, the following described premises:
All that certain tract or parcel of land together with the building thereon, situate in the
Village of Sag Harbor, Suffolk County, New York, bounded Northerly by Union Street
sixty-five feet; Northeasterly by land of Frances Vail one hundred and fifteen feet;
Southerly by land of Eloise Schellinger eighty-one feet and eight inches; Southwesterly
by Jefferson Street one hundred and three feet and six inches, and Westerly by Main
Street.
I hereby designate, (1)
The nature, object and purpose of the
institution to be founded, endowed and maintained is a public library.
(2) The name by which this institution shall be
known is “JOHN JERMAIN MEMORIAL LIBRARY”.
(3)The powers and duties of the Trustees shall
be the usual powers and duties belonging to the Trustees of such an institution, and the
manner in which they shall account shall be the same as if they were the sole members
and sole directors of a membership corporation.
(4)
The mode and manner and by whom
successors to the Trustees named in the grant are to be appointed are as follows.
The term of office of each of the Trustees appointed by this instrument shall be for the
term herein stated and until his or her successor is duly appointed, viz:
J. Jermain Slocum, to July 1, 1913,
Sylvanus Pierson Jermain, to July 1, 1914,
Olive Pratt Young, to July 1, 1915,
J. Herman Aldrich, to July 1, 1916,
Florence French, to July 1, 1917,
John H. Hunt, to July 1, 1918,
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Anna Mulford, to July 1, 1919
Until further action of the Trustees pursuant
to any by-laws adopted by them, J. Jermain Slocum shall act as Treasurer, Sylvanus
Pierson Jermain as Secretary, and Olive Pratt Young as Assistant Secretary.
The successor of any trustee whose term of office shall expire, either by expiration of his
term or by death, resignation or disability, shall be appointed, if such vacancy shall occur
during my lifetime, by myself, and if such vacancy shall occur after my death either by an
instrument signed by a majority of the then surviving Trustees, other than himself, or by a
vote of a majority of the surviving Trustees at a meeting called for that purpose.
Any Trustee may be appointed to succeed himself.
(5)
The rules and regulations for the
management of the property conveyed shall be established by the Trustees.
They may adopt by-laws for the management and maintenance of this institution with
like power and effect as if they were sole members and sole directors of a membership
corporation, subject only to the provisions of this instrument.
(6)
The place where and the time when the
building necessary and proper for the institution shall be erected, and the character and
extent thereof, have already been determined by me, the said building being erected and
equipped. The Trustees may provide for such lectures, exhibitions, instruction or
amusement in connection with the said institution as they may deem from time to time
desirable.
This grant is made pursuant to Section 115 of Chapter 52 of the laws of 1909, known as
the Real Property Law, being Chapter 50 of the Consolidated Laws of the State of New
York, and pursuant to the provisions thereof I hereby reserve to myself the right to alter,
amend or modify the terms and conditions of this grant and the trusts herein created in
respect to any of the matters mentioned or referred to in paragraphs numbered 1 to 6 of
said section of said law.
Nothing herein contained shall prevent the incorporation of the said institution under any
present or future law of this state by the act of majority of the then trustees named y me,
and conveyance to such corporation of the property aforesaid, providing that if done
during my lifetime it shall be only done with my consent.
In the event of such incorporation the then trustees are authorized and directed to grant
and transfer all the property held by them under the trust hereby created to such new
corporation.
IN WITNESS WHEREOF I have hereunto set my hand and seal, at New York City, this
seventeenth day of June, 1912.

(signed) MARGARET OLIVIA SAGE (seal)
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APPENDIX B
ABSOLUTE CHARTER GRANTED BY THE NEW YORK STATE EDUCATION
DEPARTMENT ON MAY 24, 1957
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APPENDIX C
AMENDED CHARTER GRANTED BY THE NEW YORK STATE EDUCATION
DEPARTMENT ON JUNE 22, 2009
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APPENDIX D:
LIBRARY BILL OF RIGHTS
The American Library Association affirms that all libraries are forums for information
and ideas, and that the following basic policies should guide their services.
I. Books and other library resources should be provided for the interest, information, and
enlightenment of all people of the community the library serves. Materials should not be
excluded because of the origin, background, or views of those contributing to their
creation.
II. Libraries should provide materials and information presenting all points of view on
current and historical issues. Materials should not be proscribed or removed because of
partisan or doctrinal disapproval.
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.
VII. All people, regardless of origin, age, background, or views, possess a right to privacy
and confidentiality in their library use. Libraries should advocate for, educate about, and
protect people’s privacy, safeguarding all library use data, including personally
identifiable information.
Adopted June 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948;
February 2, 1961; June 27, 1967; January 23, 1980; January 29, 2019.
Inclusion of “age” reaffirmed January 23, 1996.
Although the Articles of the Library Bill of Rights are unambiguous statements of basic
principles that should govern the service of all libraries, questions do arise concerning
application of these principles to specific library practices. See the documents designated
by the Intellectual Freedom Committee as Interpretations of the Library Bill of Rights at
www.ala.org/advocacy/intfreedom/librarybill/interpretations.
AMENDED AND APPROVED MARCH 2022
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