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MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY

LIBRARY HOURS
CLOSED
10:00 a.m. to 8:00 p.m.
10:00 a.m. to 5:00 p.m.
10:00 a.m. to 8:00 p.m.
10:00 a.m. to 5:00 p.m.

10:00 a.m. to 5:00 p.m.
10:00 a.m. to 1:00 p.m. (Summer Hours)

CLOSED

1.1



1.12

LIBRARY HOLIDAYS

The Pound Ridge Library District will normally observe the same holidays as the Westchester
Library System. When a holiday falls on a day on which the Library is already closed,
compensatory time will be given to full-time salaried staff.

MONTH

January

February
April

May

July
September
October

November

December

HOLIDAY

New Year’s Day
Martin Luther King, Jr. Birthday

Presidents’ Day

Good Friday
Memorial Day
Independence Day
Labor Day

Columbus Day

Veterans’ Day
Thanksgiving Day

Christmas Eve Day
Christmas Day
New Year’s Eve Day



1.2

LOAN OF MATERIALS

Books:

All books (except 14-day books) may be loaned to library patrons for three weeks.
Books may be renewed for an additional three weeks if they are not on hold for
another patron.

14-Day Books:

All books on 14-day status may be renewed for an additional 14-
day period if not on hold. Books on 14-day status include all new adult
fiction and non-fiction for six months after acquisition by the Library.

Magazines:
Magazines may be loaned for one week. They are not renewable.
Compact Discs and Audio Books:

Compact discs and audio books may be loaned for three weeks. They may be
renewed for an additional three weeks if not on hold.

DVDs and Videos:

DVDs and videos may be loaned for one week. They may be renewed for
an additional week if not on hold.

Museum Pass Kits:

Museum Pass Kits may be loaned for 4 days (including 3 overnights). They are
not renewable. They must be returned at Pound Ridge Library circulation desk
and may not be returned in the book drop or at any other Westchester Library.

Pamphlets:
Pamphlets may be loaned for three weeks. They are not renewable.

Reference Materials:

No reference materials may be removed from the Library.



Interlibrary Loans:

Loan periods and renewals for items borrowed on Interlibrary Loan are at the
discretion of the loaning library. In conformity with the PLDA (Public Library Directors

Association) approved policy, Interlibrary Loan items are kept on hold at the front
desk for an eight-day period only.



1.21
OVERDUE AND LOST LIBRARY MATERIALS
Overdue Materials:
Fines for overdue library materials (except DVDs and videos) are charged at the rate of $.10 per
day, not to exceed the current maximum fine as determined by PLDA. Overdue DVDs and

videos are charged at the rate of $1.00 per day with a $10.00 maximum. Overdue Museum Pass
Kits are charged at the rate of $2.00 per day with a $20.00 maximum.

Interlibrary loan overdue fines are based on the lending library’s return policy.

A balance of $25 in fines will result in a temporary suspension of Library privileges. A balance
of $10 in fines will require a minimal payment in order to borrow Library items.

Lost Materials:

An item is considered “lost” when it has been overdue for 60 days, as set by PLDA. There is a
processing charge of $3.00 for lost materials, in addition to the replacement cost of the material.
The charge for damaged DVD and video cases is $3.00.



1.3
BOOK SELECTION *

As a responsibility of library service, books and other library resources selected for the
Pound Ridge Library District will be chosen for values of interest, information and
enlightenment for all the people of the community. In no case will library materials be
excluded because of the race or nationality or the social, political, or religious views of
the authors.

The Library shall provide books and other materials presenting all points of view
concerning the problems and issues of our times; no library materials should be
proscribed or removed because of partisan or doctrinal position.

Censorship will be challenged by the Library in the fulfillment of its responsibility to
provide public information and enlightenment.

Books and materials are selected which provide borrowers with information about
themselves, their work, their community, the world, and their place in it. They shall
provide borrowers with the basic and/or classic significant works in the fields of human
endeavor including science, the arts, and the humanities.

Because each community has its own specific characteristics, the demands made upon
our collection are special to Pound Ridge. Selection must be inclusive rather than
exclusive. The selective process must provide:

1. Materials to further informal education and self-realization

2. Materials to further the individual’s growth toward creative maturity and to
encourage freedom of thought

3. Materials which give information of value to individuals, government,
business, etc.

4. Materials on national, state, county, and local history

5. Materials for recreational purposes

Serious works, which present an honest aspect of life or of some human problem are selected for
their positive values and insights and are not necessarily excluded on a basis of coarse language
or frankness. The Library does not buy pornography or books or materials which trade in
sensationalism.

The Library recognizes and accepts its responsibility to provide books and materials for
children and young people: to broaden their educational background and experience; to
open to them the profound experience of reading as a prerequisite and necessary tool for
living; and to make available to them books and materials that enrich the quality of
thought and expression and provide recreation. The collection will include as wide a
selection as possible. The criteria will be value and presentation of the subject matter.



It is not the purpose of the collection to take the place of the elementary, middle school,
high school or college library. It is the purpose of the collection to supplement and
enrich the collections of the school libraries.

The Pound Ridge Library District’s emphasis is the whole field of informal education by
selecting the best materials to guarantee an objective collection for the adults and
children of Pound Ridge. And that selection will be determined by our basic principles.

*Based on the ALA (American Library Association) “Library Bill of Rights”



USE OF THE SCHAFFNER WING

General Policy

The Schaffner Wing is available for meetings of educational, cultural or civic
groups, provided they are sponsored by a resident of Pound Ridge or approved by
the Library. Use of the room for political or religious purposes, for memorial
services, or for personal or private services (such as birthday parties) is
prohibited. Groups using the room are requested to pay a fee of $60 to help
defray the cost of the Library’s maintenance (e.g. lighting, heat/air-conditioning).
When refreshments are served, there will be an additional $10 fee for library
expenses and maintenance (e.g. kitchen area, appliance use).

The Library retains priority for the use of the Schaffner Wing.
Those wishing to use the Schaffner Wing must apply in writing.

The number of persons using the Schaffner Wing shall not exceed a maximum of
100. The use by a group of less than ten is to be discouraged.

Smoking is strictly prohibited on the premises. The group must see to it that this
rule is observed and enforced at all times. Food or refreshments may be served
with prior approval.

If a meeting is to take place while an exhibit is on display in the Schaffner Wing,
the group is to designate one of its members as marshal to police and make sure
that no damage or loss to items in the exhibit occurs. The responsibility of its
marshal shall continue until all have left the meeting, and the Library building is
closed. Failure to specifically assume this responsibility may cause the denial of
the use of the Schaffner Wing during the exhibit.

No admission may be charged unless approved by the Library.

The Trustees of the Pound Ridge Library District reserve the right to refuse any
application without being required to state any reason thereof, and also to
terminate any meeting not conducted in accordance with the preceding rules or
any special rules agreed upon, and to cancel any permit when it is deemed to be in
the interest of the Library to do so.



2.12
COMMUNITY ROOM RESPONSIBILITIES

A group using the Schaffner Wing on a day when the Library is open is
responsible for clean up, including vacuuming of the meeting room, the kitchen,
hallway, and restrooms before noon of the next day. Groups meeting in the
evening when the Library is closed must clean up before noon of the next
scheduled opening of the Library. Any food or refreshments must be cleaned up
and removed from the building immediately following the meeting. A vacuum
cleaner is supplied by the Library.

The group using the Schaffner Wing is to appoint one of its members to be
responsible for properly securing and locking the Schaffner Wing following the
close of the meeting.

Special equipment and the set-up of the Schaffner Wing must be provided by the
applicant, with the approval of the Library.

All damaged or lost equipment and/or furnishing must be repaired or replaced by
the user. The decision to replace or repair, and the expense determination, will be
made by a Library representative.

The Library assumes no responsibility whatever for lost articles or for the damage
to any property, placed temporarily in the Library in connection with a program;
further, the Library shall be expressly released and discharged from any and all
liability for any loss or damage to property which may be sustained during or by
any reason of a program held on the Library’s premises.

Equipment, supplies or materials belonging to any group may not be stored
anywhere in the Library building for an unreasonable time either before or after
the scheduled use of the Schaffner Wing.

Use of Library Equipment:

If the Library projector is used, it must be used on the premises, and an
experienced projectionist must be supplied by the group. The Library will not
supply any special equipment not owned by the Library. Additional furniture or
equipment to be brought into the building is the responsibility of the group and
must have prior approval from a Library representative.

These regulations governing the use of the Schaffner Wing may be reviewed and
revised at any time.

10



2.13

APPLICATION FOR USE OF THE SCHAFFNER WING

DATE:

NAME OF GROUP:

NAME AND TITLE OF PERSON RESPONSIBLE:

ADDRESS: TELEPHONE:

PURPOSE FOR USE OF ROOM:

DATE AND HOURS FOR WHICH ROOM IS REQUESTED:

ANTICIPATED NUMBER IN ATTENDANCE:

IS MEETING OPEN TO THE PUBLIC?

WILL ADMISSION BE CHARGED? HOW MUCH?
FUND RAISING? FOR WHAT ORGANIZATION?

TO COVER EXPENSES? OTHER?

WILL FOOD AND REFRESHMENTS BE SERVED? WHAT KIND?

WILL LIBRARY PROJECTOR AND SCREEN BE NEEDED?

We have read and agree to abide by the General Policy and Responsibilities governing the
use of the Schaffner Wing.

GROUP:

SIGNATURE OF AUTHORIZED REPRESENTATIVE:

ADDRESS: TELEPHONE:

We acknowledge receipt of the Library key and agree to return it within 24 hours.

SIGNATURE: DATE:

TELEPHONE:

11



2.2
Pound Ridge Library District

Rules and Regulations Governing the Use of the Schaffner Room for Art Exhibits
Special Events Committee

The Schaffner Room is available for exhibitions of arts and crafts and for meetings of
civic groups, provided such meetings are sponsored by a resident of Pound Ridge. Use of
the room for political or religious purposes is prohibited.

Artists and exhibitors applying for an exhibition of arts and crafts are requested to help
defray the cost of the Library’s maintenance of our exhibition space (e.g. lighting,
heat/air-conditioning) by paying the Library $70 if there is an opening reception. If there
are sales, the artist must give the Library a 25% commission.

All exhibitors must sign the attached General Release and Instrument of Indemnification
form.

Checks in payment for works sold at the exhibition are to be made payable to the artist.
Sales commission due the Library (as described above) will be arranged according to the
aggregate amount of sales. ldeally, a check for ¥ of the sale amount should be made
payable to the artist, and a check for % of the sale amount should be made payable to the
Library. Unless otherwise agreed to prior to the exhibit, all work purchased must remain
on exhibit until the show’s closing date. It is the responsibility of the artist to make
arrangements for delivery of purchased artwork.

The Library reserves the right to refuse applications for use of the room without being
required to state the reasons for such refusal; to terminate any exhibit not conducted in
accordance with these rules and regulations and any special rules agreed upon with
respect to the exhibit in question; and to cancel any permit when in its uncontrolled
discretion it deems it to be in its best interest to do so. It is a policy of the Events
Committee to limit exhibits by any particular individual to not more than once every two
years.

Exhibitions will normally be installed during the week before the opening, open on
Saturday, remain open for four to five weeks, and close on a Saturday after Library
closing hours. Receptions are usually held on the opening day, but may be permitted on
other days at the discretion of the Events Committee Chairperson and the Library
Director. The arrangements, costs and work for any receptions held are the sole
responsibility of the exhibitor.

All announcements, posters, and other printed materials which the artist disseminates in
connection with an exhibition must be approved by the Library PRIOR TO PRINTING
AND DISTRIBUTION. All costs of publicity and printing are the responsibility of the
exhibitor.

12



All work must be framed and wired before hanging. Sculpture is not usually allowed due
to the use of the room for other activities. The artist(s) or group show curator should plan
to work with the Committee to hang the show. The artists are responsible for the removal
of their work from the walls of the Schaffner Room and from the premises of the Library
promptly upon closing of the exhibition. No work will be stored in the Library.

Damage to walls and floors must be repaired immediately by the exhibitor. Cleanup and
trash removal must be accomplished by the end of the day following the closing of an
exhibition.

All damaged or lost equipment or furnishings belonging to the Library must be repaired
or replaced, at the discretion of the Library, by the sponsoring group or artist. It is the
Library’s decision as to whether an article is to be repaired or replaced and the
determination of the expense involved. Under no circumstances will the Library be
responsible for lost or damaged equipment, furnishings or other property, and the
sponsoring group or artist will be required to execute a release and instrument of
indemnification in that connection attached to these rules.

No more than 100 persons may use the Schaffner Room at any one time. Use by a group
of less than ten is to be discouraged. Smoking is strictly prohibited on the premises;
during meetings and exhibition receptions, the sponsoring group or artist will be
responsible for enforcing this rule.

No admission may be charged by any exhibitor or sponsoring group without the prior
approval of the Library.

13



221

INSURANCE AND PUBLICITY FOR EXHIBITS
IN THE SCHAFFNER ROOM

Insurance

The Library’s insurance covers up to $10,000 loss in one year of all exhibits held within
that year at the Library, cumulatively. In the Library’s more than 50 years of existence,
there has been only one small claim. For insurance purposes, please submit a valuation
list and sign the General Release form. Return these with your payment for use of the
room to the Library.

blici

To publicize your exhibit in the Library Newsletter, please send material about your work
and yourself well in advance of the opening date (at least 3 months) to:

The Director

Pound Ridge Library District
271 Westchester Ave.

Pound Ridge, NY 10576-1714
mtinter@wlsmail.org

If you wish, you can supply the Library with flyers to distribute at the front desk. A press
package consisting of a press release and, if possible, one image should also be included.
This will be submitted to the local paper, “The Record Review”, and the Westchester
section of the New York Times. Any other desired publicity is the responsibility of the
artist.

14



2.22

POUND RIDGE LIBRARY DISTRICT

General Release and Instrument of Indemnity

(insert name of
exhibitor), in consideration of permission granted by Pound Ridge Library District
(“PRLD”) to use its Schaffner Room Wing for an exhibition or meeting on or about
(insert date or inclusive dates) (The “Permitted Use”),
hereby (i) releases and forever discharges PRLD, its employees, agents, representatives
and Trustees (collectively, the “Releasees”), from all liability, claims and causes of action
of whatever nature, whether at law or in equity, known or unknown, arising from the
beginning of the world to the date of this release and instrument of indemnity, relating to
or arising from the Permitted Use, and (ii) covenants to indemnify, defend and hold
harmless each of the Releasees from and against all loss, expense and liability, including
without limitation reasonable counsel fees, arising from or related to the Permitted Use.

IN WITNESS WHEREOF the undersigned has executed this release and
instrument of indemnity as of

Exhibitor

If the Exhibitor is an organization or
corporation, insert its name here:

and have an authorized officer sign his or her
name and insert his or her office here:

By:

15



3.1

CONFIDENTIALITY OF LIBRARY RECORDS

We, the Trustees of the Pound Ridge Library District, regard this institution as a citadel of
education and information. A principal purpose of the Library is to provide access to
information and ideas from all points of view. We believe the release of records concerning the
use of the Library by individuals or institutions would have the effect of deterring users from
seeking information through the Library. We further believe that any such disclosure would
constitute an unreasonable invasion of privacy and violate the guarantee of freedom of speech
contained in the First Amendment to the United States Constitution.

THEREFORE, we formally adopt the following policy with regard to the privacy of the
circulation records of the Pound Ridge Library District:

The circulation records of the Pound Ridge Library District are normally
confidential regardless of the source of inquiry.

Circulation records shall not be made available to anyone outside the Library
Staff and Board except pursuant to such process, order, or subpoena as may be
authorized by law.

Upon receipt of such process, order, or subpoena, consultation shall be made
with appropriate legal advisor to the Library to determine if it is in good form
and if there is a good cause for its issuance. If such process, order, or
subpoena is not in good form or if good cause has not been shown, no records
shall be released until the defect has been cured.

Any threats or unauthorized demands (i.e., those not supported by process,
order, or subpoena) concerning circulation records shall be reported to New
York’s Commissioner of Education and Attorney General.

16



INTERNET

The Pound Ridge Library District provides free access to the Internet in
accordance with its mission to provide information of all types in a wide range of
formats. This Internet Policy affirms the principles of intellectual freedom, equity
of access, and confidentiality of information about users and their use of library
resources.

The Internet is a vast and unregulated information network. The Library does not
monitor and has no control over information which is obtained on the Internet.
Not all the information is accurate, current or complete. Users are encouraged to
exercise critical judgment in evaluating accessed information. The Library cannot
protect users from information and images that they may find offensive or
disturbing. The Library assumes responsibility only for the information provided
on its home page. As with other library materials, the restriction of a child’s
access to the Internet is the responsibility of the parent/legal guardian. Parents are
advised to take an active interest in their children’s online use.

Library users are cautioned that the Internet is not a secure medium and all
transactions, files and communications are vulnerable to unauthorized access and,
therefore, should be considered public. The Library will not release information
on the use of electronic resources by members of the public except as required by
law.

All individuals are expected to use the Library’s Internet terminals in a
responsible and courteous way, consistent with the educational, informational and
recreational purposes for which all Library resources are provided. Use of the
Internet for activities that violate local, state or federal laws is prohibited. This
includes activities such as viewing child pornography, committing fraud, hacking,
libeling or threatening. The Library is not responsible for any patron misuse of
copyright or any other violation.

Access to the Internet terminal is on a first-come, first-served basis for a 30-
minute session. This session time may be extended for any length of time if no
one is waiting to use the computer. The Library reserves the right to terminal use
for reference. The equipment and software must be used as installed. Patrons are
not permitted to tamper with the equipment or attempt to access or modify the
operating system. If the patron has any questions about the use of a terminal,
he/she should ask the Director or the Reference Librarian.

There is a charge for printing.

3.12

17



3.21

GIFTS OF TANGIBLE PROPERTY
(Including Books and Similar Materials)

The acceptance of gifts of tangible property (including books and similar
materials) is discretionary by the Library.

It shall first be at the discretion of the Library Director to determine the
acceptability of any gifts of tangible property (including books and like
materials). Such gifts shall include, but shall not be limited to furniture,
furnishings, fine arts, memorabilia, office or kitchen equipment, and electronic,
sound or video equipment.

If the Library Director concludes that he/she cannot determine the acceptability of
such a gift, then it shall be at the Trustees’ discretion to make this determination.

In exercising this discretion, the Library Director and/or the Trustees may, but
need not, take into consideration any of the following issues: the need for such a
gift; its usefulness to the Library, the staff or its patrons; the age or condition of
the gift; the value of the gift or any other factors whatsoever.

If it is determined that a gift is not acceptable, a letter shall be written to the
donor, either by the Library Director or a Trustee as appropriate, referring to this

policy.

18



3.22

PROCESSING OF MONETARY GIFTS TO THE DISTRICT
LIBRARY

A monetary gift may be given to the Library District or to the Pound Ridge
Library Foundation. This policy has been written to provide a procedure in those
instances when a gift is given directly to the District, or when, in the opinion of
the Library Director and the District Board, a gift through the Foundation is not
practical or possible.

As the statute creating the Pound Ridge Library District prohibits Library
Trustees from soliciting gifts, the members of the Library District Board will
assist in educating the public about the existence of the Foundation and about its
work. It is the intention of the Pound Ridge Library District to encourage donors
of gifts to the District to consider making their gift through the Pound Ridge
Library Foundation, as the Foundation was formed as the fundraising arm for the
Library District.

When a gift of money is received by the Pound Ridge Library District, the Library
Director will determine the wishes of the donor, if any, regarding the use of the
funds. The Library Director will also inform the donor that information about his
or her gift will be shared with the Library Foundation unless the donor wishes to
remain anonymous. The Library Director will immediately deposit the funds into
the District’s appropriate account and will inform the District Board and the
Library Foundation of the receipt of the gift. In the sharing of this information,
the Library Director will be guided by this policy (see paragraph below) and by
general concerns regarding confidentiality of gifts.

The Library Director will promptly write a letter of thanks to the donor, being
sure to include appropriate language from the Internal Revenue Code regarding
the tax-deductibility of the gift.

If the donor has designated a particular use for the gift, other than for general
Library purposes or to support any capital campaign for the Library’s benefit, and
the gift is less than $1,000, the Library Director shall promptly expend the
moneys as directed by the donor. At the discretion of the Library Director and the
District Board, such expenditure may be postponed to a more appropriate time,
given the needs of the Library at the time of the gift. However, all such
designated gifts shall be spent as directed and for the benefit of the Library within
a reasonable time after receipt thereof. Gifts exceeding $1,000 or gifts requiring
additional expenses by the Library will first be reported to the District Board for
approval of expenditures.

If the donor has designated that the gift be applied to any capital campaign, then
the Library Director shall deposit the gift into a designated capital fund account.

19



A separate record of the amount of these gifts designated for capital projects,
along with all donor information, shall be maintained. During any capital
campaign for the benefit of the Library, all such designated monetary gifts
received by the Library District shall be considered part of the total amount raised
for the capital campaign and may be included as such in the Foundation’s
calculations of total fundraising goals.

It is essential that everyone involved in the receipt of gifts or the raising of money
for the benefit of the Library be made aware of all gifts to the Library, whether
received by the District through the Library Director or by the Library
Foundation. The Library Director and the District Library Board will inform the
Foundation, as soon as possible, about all gifts to the District, including any
giving history of the donor, the donor’s name and contact information, and the
amount of the gift and its requested use, if any. This information will be shared
with the President of the Foundation and the fundraising chair only and will be
used by the Foundation only as needed. In the same way, the Foundation Board
will report, as soon as possible, to the Library Director and President of the
District Board on the receipt of gifts to its accounts, including amounts and
identification of donors, and any designations of gifts.

For purposes of this policy, the terms “money,” funds,” monetary gifts” or
“money(s)” are defined as gifts to the Library in the form of cash, checks, bonds,
stocks and other such financial instruments.

20



33
INVESTMENT POLICY

Investment Philosophy and Objectives

Restricted investment funds are funds restricted by the donor as to their use and
are intended to provide for the long-term needs and requirements of the Library.
Unrestricted funds are available to support current operating expenses or other
needs of the Library.

Investment objectives of the Library’s endowment funds are to:

® Provide a reasonably stable and predictable flow of funds from the
endowments to contribute to the support of the annual operating, endowment
and restricted funds budgets

e Preserve capital
Achieve the best available yields while investing only in investment
instruments permitted by New York State Municipal Law as per the attached

Investment objectives of the Library’s unrestricted funds are to:

e Contribute, when necessary, to the support of the Library’s annual operating
budget

Preserve capital

Achieve the best available yields while investing only in investment
instruments permitted by New York State Municipal Law

Investment Policy

The Board of Trustees is ultimately responsible for the investment of the
Library’s assets and the adoption and amendment of the Investment Policy. It
may delegate the implementation of the investment program to the Finance
Committee to:

® Review investment performance and compliance of the investments with
policy guidelines

e Select, retain or terminate qualified investment professionals and service

providers

Review all investment costs and expenses

Authorize or instruct financial managers on all buy/sell decisions made within

the guidelines of this policy statement

Monitor investment managers and authorize changes as needed

® Monitor the use of all funds for compliance with their permitted uses

Investments shall not have a maturity beyond the expected need for the invested
funds.

21



Other than for use based upon current budget requirements all dividend and
interest earned will be reinvested.

Spending Policy

The Treasurer shall recommend to the Board of Trustees the amount from the
restricted and endowment funds that could be included in the annual budgets. It is
anticipated that these amounts will not exceed the anticipated earnings of the fund
balance for that year plus any prior year’s earnings not previously paid out.

22



GENERAL MUNICIPAL LAW

Deposits of public money; security

For purposes of this section:

“Local government” shall mean any municipal corporation, school district,
board of cooperative educational services, district corporation, special
improvement district governed by a separate board of commissioners,
industrial development agency or authority, or a public library

“Public funds” shall mean funds of a local government

“Public deposits” shall mean deposits of public funds in a bank or trust
company which are available for all uses generally permitted by the bank or
trust company to the depositing local government for actually and finally
collected funds under the bank’s or trust company’s account agreement or
policies

“Bank” shall mean a bank as defined by the banking law or a national banking
association located and authorized to do business in New York

“Trust company” shall mean a trust company as defined by the banking law
and located and authorized to do business in New York

“Eligible securities” shall mean any of the following:

® Obligations issued by the United States of America, an agency thereof or a
United States government sponsored corporation or obligations fully
insured or guaranteed as to the payment of principal and interest by the
United States of America, an agency thereof or a United States
government sponsored corporation
Obligations issued or fully guaranteed by the International Bank for
Reconstruction and Development, the Inter-American Development Bank,
the Asian Development Bank, and the African Development Bank
Obligations partially insured or guaranteed by any agency of the United
® States of America, at the proportion of the market value of the obligation
that represents the amount of the insurance or guaranty
Obligations issued or fully insured or guaranteed by this state, obligations
e issued by a municipal corporation, school district or district corporation of
this state or obligations of any public benefit corporation which under a
specific state statute may be accepted as security for deposit of public
moneys
Obligations issued by states (other than this state) of the United States
rated in one of the three highest rating categories by at least one nationally
® recognized statistical rating organization
Obligations of Puerto Rico rated in one of the three highest rating
categories by at least one nationally recognized statistical rating
organization
Obligations of counties, cities, and other governmental entities of another
state having the power to levy taxes that are backed by the full faith and
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credit of such governmental entity and rated in one of the three highest
rating categories by at least one nationally recognized statistical rating
organization
o Obligations of domestic corporations rated in one of the two highest rating
categories by at least one nationally recognized statistical rating
organization
Any mortgage-related securities, as defined in the Securities Exchange Act
of 1934, as amended, which may be purchased by banks under the
limitations established by federal bank regulatory agencies
Commercial paper and bankers’ acceptances issued by a bank (other than
e the bank with which the money is being deposited or invested) rated in the
highest short-term category by at least one nationally recognized statistical
rating organization and having maturities of not longer than sixty days
from the date they are pledged
Zero-coupon obligations of the United States government marketed as
“treasury strips”

“Eligible surety bond” shall mean a bond executed by an insurance company
authorized to do business in this State, the claims-paying ability of which is
rated in the highest rating category by at least two nationally recognized
statistical rating organizations

“Eligible letter of credit” shall mean an irrevocable letter of credit issued in
favor of the local government for a term not to exceed ninety days by a bank
(other than the bank with which the money is being deposited or invested)
whose commercial paper and other unsecured short-term debt obligations (or,
in the case of a bank which is the principal subsidiary of a holding company,
whose holding company’s commercial paper and other unsecured short-term
debt obligations) are rated in one of the three highest rating categories (based
on the credit bank or holding company) by at least one nationally recognized
statistical rating organization or by a bank (other than the bank with which the
money is being deposited or invested) that is in compliance with applicable
federal minimum risk-based capital requirements
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34

EXPENDITURE OF LIBRARY FUNDS and INTERNAL CONTROL (REV 11/9/16)
In an effort to establish greater control over expenditures, the Trustees have
implemented the following procedures which must be adhered to strictly by each
Trustee, employee and volunteer authorized to expend Library funds:

Only the President or Vice President in addition to the Treasurer and the
Library Director shall be authorized to disburse funds from any checking,
saving or investment accounts.

Proper Internal Control requires that every financial transaction be
approved by a minimum of two people prior to payment. To implement this
requirement all invoices shall be signed by the Chair of the Committee
responsible for such expenditures, or a trustee not authorized to disburse
funds, or a staff member but not including the Library Director.

Expenditures of funds in excess of $1,000.00 must be approved in advance by
the adoption of a resolution by the Board.

No funds may be encumbered (committed) or expended in excess of the
amounts allocated in the Library’s annual budget. If necessary the Board by
resolution may reallocate funds from a different account.

The sole purchaser must be approved by the Board, and the credit card
issued under the name of the library. The purchases may include library
books and other materials, subscriptions, library supplies, food for library
events, equipment. Charges over $500 must first be approved by the board.
A confirmation/receipt for each purchase must be printed out, and that and
the packing slip showing delivery must accompany each purchase submitted
for payment. After that, the purchase must conform to Purchase Policy
above.

Any expenditure made other than in strict compliance with the procedures
set forth above shall be deemed to be unauthorized by the Library’s Board of
Trustees, and shall become the personal responsibility of the individual,
whether a Trustee, employee or volunteer, who authorized such expenditure.

All receipts of funds, except for fines, shall be acknowledged by the issuance
of a receipt from a three-part press number receipts book.

A petty cash fund of $200.00 is authorized, and it is to be operated as an
Impressed Fund.
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Hiram Halle Library

VENDOR

Name:

Address:

SSN or FIN:

Contact Person:

3.41

LIMITED PURCHASE ORDER

DELIVER TO:

Name:

Street Address: Pound Ridge Library Distr.
271 Westchester Avenue
Pound Ridge, NY 10576

Telephone: Fax: Telephone:

ITEM UNIT TOTAL PRICE
NO. DESCRIPTION QTY PRICE EXTENSION
SPECIAL REQUIREMENTS / INSTRUCTIONS: TOTAL AMOUNT $

1. SignaturePrint NameTitleDate

2. Signature Print Name Title Date
3. Signature Print Name Title Date
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3.5
PUBLIC PARTICIPATION RULES

To permit fair and orderly public expression, the Board shall provide a period for
public participation at every regular meeting of the Board. This period shall be
limited to five (5) minutes, unless the time is reduced because the business of the
board is impeded by lengthy public comment on non-agenda items. Speakers
shall direct all comments to the Board and not to staff, other speakers or persons
attending the meeting. The presiding officer may interrupt, warn, or terminate a
speaker’s statement when the statement is too lengthy, personally directed,
abusive, obscene or irrelevant.
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3.6

PHOTO RELEASE POLICY

Pound Ridge Library occasionally uses photographs of patrons and events in its
publications, on its Web site and in local press. A Photo Release Policy form
must be signed before any photo is used granting permission to the Pound Ridge
Library for use of the photograph(s). This form also releases the Library, its
Boards, employees and volunteers from any claims pertaining to the use of the
photograph(s).
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3.61

POUND RIDGE LIBRARY

Photo Release Form

Pound Ridge Library occasionally uses photographs of patrons and events in its publications and on its Web site.
Please sign this release form to grant the Library permission to use your and/or your child’s photo.

I hereby grant permission to the Pound Ridge Library to use my photograph on its Web site or in
other official printed publications without further consideration, and I acknowledge the Library’s
right to crop or treat the photograph at its discretion. I also acknowledge that the Library may
choose not to use my photo at this time, but may do so at its own discretion at a later date.

I also understand that once my image is posted on the Pound Ridge Library’s Web site, the image can
be downloaded. Therefore, I agree to indemnify and hold harmless from any claims the following:

*Board of Trustees, Pound Ridge Library District
*Members, Pound Ridge Library Foundation
*All Employees & Volunteers, Pound Ridge Library District

The Pound Ridge Library reserves the right to discontinue use of photos without notice.

NAME:

ADDRESS:

PHONE: E-MAIL:

SIGNATURE: DATE:

For persons under the age of 18, the permission of a parent or guardian is required on this Photo
Release Form.

I hereby grant permission to the Pound Ridge Library to use the photograph of my child as outlined
above.

NAME OF CHILD UNDER 18:

Signature of parent or guardian:

Date:
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POUND RIDGE LIBRARY DISTRICT
WHISTLE-BLOWER PROTECTION POLICY

INTRODUCTION

Law requires that the Pound Ridge Library District Trustees, officers and employees observe
high standards of business and personnel ethics in the conduct of their duties and responsibilities.
As employees and representatives of Pound Ridge Library District, we must practice honesty and
integrity in fulfilling our responsibilities and comply with all applicable laws and regulations.
Each member of the Pound Ridge Library community has the responsibility to report actions that
present “conflicts of interest” or actions that violate laws, regulations, and Library policies. The
Pound Ridge Library has created a policy whereby employees and Trustees are to report any
concerns they may have relating to such violations.

The matters which should be reported in writing under this policy include, but are not limited to,
suspected fraud, theft, embezzlement, accounting or auditing irregularities, bribery, kickbacks,
misuse of Pound Ridge Library assets or suspected regulatory compliance violations.

STATEMENT OF POLICY

An employee or Trustee who makes a report in good faith is protected from any harassment,
victimization, up to and including dismissal, that results from making the report. The
Director/Board President must ensure that these procedures are available and known to all
employees and that all employees/Trustees have easy access to the procedures for making a
report.

An employee or Trustee who suspects wrongdoing by a Trustee, officer or employee should
speak with the Director unless the suspected wrongdoing involves the Director in which case
they should speak with the Board President. In the event that the wrongdoing involves the Board
President the matter should be brought to the Director and the Board Vice President or another
officer of the Board. If an employee or trustee feels that the matter has not been adequately
addressed by the Board President and/or Director then the matter should be reported to another
member of the Library Board of Trustees.

INVESTIGATION

Ordinarily, the Director will conduct a preliminary investigation. During the preliminary
investigation, the Director will discuss the complaint with the individual named in the complaint
and will notify the Board President. If the preliminary investigation shows no justification for a
complaint, the complaint will be closed and the complainant will be notified of this decision.

If the preliminary investigation reveals potential wrongdoing and serious violation, the Director,
Board President or Trustee Officer will pass the complaint on to the Board of Trustees. They, in
turn, will direct how the investigation is to be carried out. The employee making the complaint
will receive general information on

the progress of the investigation and its outcome unless doing so would jeopardize the
investigation.

I have read and understand the Whistle-blower Protection Policy:

Signature Date

30



