
THE REGULAR MEETING OF THE BOARD OF TRUSTEES OF THE FAIRPORT PUBLIC 
LIBRARY WAS HELD ON TUESDAY, DECEMBER 13, 2016 at 7:00 pm. 
 
PRESENT                                        OTHERS 
Jim Donahue    Betsy Gilbert 
Suzanne Stockman   Tori Reilly 
Dave Giambattista   Lin Macholz 
Liz King    Pat Rapp 
Belinda O’Brien     
 
The meeting was called to order at 7:00 p.m. by Jim Donahue, President. 
        
30 MINUTE PUBLIC COMMENT PERIOD 
There were no public comments. 
 
REVIEW OF AGENDA 
There were no changes to the agenda.  
 
PREVIOUS MINUTES 
A motion was made by Suzanne Stockman and seconded by Liz King to approve the 
minutes from the November 2016 Board meeting.  
Motion carried unanimously. 
 
TREASURER’S REPORT 
A motion was made by Dave Giambattista and seconded by Belinda O’Brien to accept the 
Treasurer’s Report for October 2016. 
Motion carried unanimously. 
 
CLAIMS 
A motion was made by Liz King and seconded by Suzanne Stockman to approve Claims as 
follows: 

Regular:  $  28,065.99 
Ingram:  $  14,181.49 
Capital & Utilities: $  25,808.03 

  Total of all Claims:  $  68,055.51 
(See attachments.) 
Motion carried unanimously.  
 
DIRECTOR’S REPORT 
Ms. Gilbert stated that Monroe County Library System is starting a new e-Card service which 
will allow online borrower registration. Patrons will be able to use digital resources with this  
card. Patrons who would like to take out physical items from the library will need to come into 
the library and have their e-Card converted to a regular card. 
 



Ms. Gilbert and Ms. Macholz are working on a grant application through the library’s worker’s 
comp provider, for safety training. As part of the safety review process, items to provide better 
ergonomic safety for staff have been purchased. 
 
Ms. Gilbert stated that the digital signage content management system has been installed and is 
working well. 
 
As part of the Merchant’s Association’s holiday festivities, Santa Claus has been at the park 
outside the library on Thursday nights in December. Due to extreme cold, the Merchant’s 
Association has asked if Santa could be inside the library this week. Ms. Gilbert has made 
arrangements to allow Santa to be in the Tech Lab or the Children’s Room on Thursday. 
 
Ms. Gilbert thanked the Board for giving the staff the opportunity to open an hour late tomorrow 
in order to attend a staff event. 
 
Mr. Giambattista asked about circulation and door count numbers. 
 
COMMITTEE REPORTS   
Budget – Mr. Donahue stated that the committee will meet this week. 
 
Personnel – Mr. Giambattista stated that the committee met and discussed the following items: 
Employee handbook updates – the employee handbook is now electronic only, with no hard 
copy. 
Minimum wage adjustment – in compliance with state law, the budget will be amended to reflect 
an increase in the minimum wage beginning January 1, 2017. The wage adjustment affects 
library pages. 
Longevity bonus – the committee is working to update the longevity bonus, as it hasn’t been 
changed in several years. This will be brought to a future Board meeting. 
 
Long Range Plan – Ms. Reilly stated that the Long Range Plan Survey is open through January 
10, 2017. So far, 208 responses have been received. 
 
Fairport Library Council – No report. 
 
Facilities & Services – Ms. Stockman stated that the committee met on November 16, 2016.  
The committee is working through various final details related to the building, and the final 
report for the construction grant will be coming soon. 
 
PRESIDENT’S COMMENTS 
Mr. Donahue wished everyone happy holidays and stated that the Board hopes the staff enjoys 
their event tomorrow. 
 
 
 



NEW BUSINESS 
A motion was made by Suzanne Stockman and seconded by Belinda O’Brien to declare 
items surplus and disposable. (See attachment.) 
Motion carried unanimously. 
 
A motion was made by Suzanne Stockman and seconded by Liz King to approve the Social 
Media Policy. (See attachment.) 
Motion carried unanimously. 
 
A motion was made by Suzanne Stockman and seconded by Dave Giambattista to approve 
the Minimum Wage Budget Amendment. (See attachment.) 
Motion carried unanimously. 
 
A motion was made by Belinda O’Brien and seconded by Dave Giambattista to approve 
the Employee Handbook Updates. (See attachment.) 
Motion carried unanimously. 
 
ADJOURNMENT 
A motion was made by Suzanne Stockman and seconded by Liz King to adjourn at  
7:50 p.m. 
Motion carried unanimously.     
 
 
 
 
 
                                   _________________________________

     Pat Rapp, Clerk to the Board 
 
 
Attachments: 
Treasurer’s Report – October 2016 
Claims: Capital Account & Utilities  
Claims: Ingram 
Claims: Regular Account 
Surplus items 
Social Media Policy 
Minimum Wage Budget Amendment 
Employee Handbook Updates 
 

























Surplus Items – December 2016 

Qty Item     Purchase Date   Cost 

1 RTI Eco Pro Automatic Disc   11/2012   $1,690.00 

Repair System # PRO-00114A 

1 Cannon printing calculator   6/2011    $   160.00 

#CNMCP1200D 

 



Fairport Public Library 
Social Media Policy    

 
Purpose 
This policy governs Fairport Public Library's participation in online venues and social media, defined here as any facility 
for online publication and commentary, including but not limited to blogs, wikis, and social networking sites (e.g. 
Facebook, Twitter, and Instagram). The library makes use of these tools to reach out and be more easily accessible to 
current and potential library users. Social media allow the library to meet users where they are, and give staff and public 
a convenient way to interact and share information, ideas, and opinions on a range of topics related to the library's 
mission, collections and services. 
 
Rights and Responsibilities of the Library 
The library's social media sites serve as "limited public forums." The library sets rules for use of its online venues and 
social media sites, just as it does for use of its other resources and communications. Comments/posts will be moderated 
by library staff for content and relevancy. The library reserves the right to deny or remove any comments, tags, and/or 
images that violate the law, the rights of any third party, or library policies. The library reserves the right to ban or block 
users who have posted in violation of this policy. 
 
The library is not responsible for the content on the pages of friends, fans, or followers of the library. The library does 
not endorse or review content of third-party sites. 
 
User Responsibilities and Use Restrictions 
Users of all ages have the responsibility to protect their privacy and should not post personally identifying information, 
such as last name, school, age, phone number or address. The library does not act in place of, or in the absence of, a 
parent. 
 
Users may not post comments, tags and images that impinge on another's privacy or that may be considered 
objectionable or inflammatory. Violations include, but are not limited to: 

 off-topic and/or disruptive posts 

 commercial promotions or spam 

 duplicated posts from the same individual 

 threatening language and personal attacks 

 private, personal information published without consent 

 obscene or libelous content 

 political advocacy 

 posts that violate library policies 

 posts which violate or potentially violate local, state, or federal laws, including, without limitation, intellectual 
property and copyright laws 

 posts which discriminate on the basis of race, color, religion, national origin, sex, handicap, age, sexual 
orientation, creed, or ancestry 

 posts which are sexually harassing, including, without limitation, epithets, slurs, negative stereotyping, sexual 
rumors that show hostility toward individuals based on gender, derogatory comments about individuals’ body or 
appearance, unwelcome sexual compliments, innuendos, suggestions or jokes 

 
Fairport Public Library will periodically evaluate the role and utility of its online venues and social media, which may be 
terminated at any time. This policy is designed to supplement the library’s Internet Use and Safety Policy, and the Rules 
of Conduct policy. 
 

 

Adopted by the Library Board of Trustees December 13, 2016 



Minimum Wage Adjustment 
 
On December 31, 2016, the NY State mandated minimum wage increases from $9.00 to $9.70. Currently 
22 of our pages are making below that amount (between 9.23 and 9.68).  
 
Proposed:  
Adjust the wage per hour for pages to start at $9.70 and make a proportional adjustment to the paystep 
schedule for all pages. This would increase the hourly rate for all pages by .47/hour beginning December 
31, 2016, and would be an estimated cost of an additional $6,500 in the pages budget line for the 
remainder of the 2016-2017 fiscal year. 
 
On December 31, 2017, minimum wage will increase to $10.40 and the Budget committee is working on 
how to address this and future increases. 
 



EMPLOYEE HANDBOOK UPDATES – DECEMBER 2016 
 

The Personnel Committee is reviewing older policies and these seven policies were updated to reflect 

current status of employee handbook availability on the library’s network. No other changes were 

necessary. 

1.02  Welcome Letter 

2.06  Workplace Diversity 

3.03  Orientation Program 

3.07  Position Descriptions 

3.08  Performance Progress & Appraisal Plan 

3.09  Promotions and Transfers 

3.10  Attendance 

 

  



1.02 WELCOME LETTER   
 December 2016 

 

WELCOME: 
The Fairport Public Library has a long and proud history.  You, as a Fairport Public Library employee, are 
an important part of our continued heritage. 

The organizational structure of the library is shown below.   

Board of Trustees 

 The Fairport Public Library Board of Trustees consists of five members.  The length of each term is 
five years, with one term to expire each year.   

 The Board is responsible for the determination of library policy and the disbursement of its funds. 

 Membership of the Board is on an at-large basis.  Whether a full-term or an unexpired term is 
being filled, the candidate with the largest vote will receive the longest term of office. 

 Candidates for the office of Trustee must present the necessary petitions as required by law and 
be voted into office at the annual election by the school district residents.  Petition signatures 
totaling two percent of those voting in the last school district election are required.   

Administrative 

 The Library Director is responsible for carrying out Board policy determined by the Library Board 
and general supervision of work of all library personnel. In addition, the Director will create and 
maintain an effective presence for the library in the community by building local ties of 
communication and cooperation on a wide basis.   

 The Director is responsible for hiring and supervising staff as instructed by the Board. 

This handbook, which is available on the library’s network, summarizes many of the privileges, benefits 
and responsibilities that are yours as an employee of our library.  If you are a new employee, it will be 
helpful in acquainting you with our library's philosophies and personnel practices.  If you are already a 
member of the Fairport Public Library team, this handbook should prove to be a useful reference.  Above 
all, I hope it will promote consistency, fairness and understanding throughout our library. 

In order to maintain the necessary flexibility in the administration of policies and procedures, the Fairport 
Public Library reserves the right to change, revise or terminate any of the policies and/or benefits 
discussed in this manual without advance notice.  After you have read the handbook, please print and 
sign the receipt at the end of the handbook and return it to human resources staff. You will be notified as 
when policies are updated and you will be responsible for reviewing them and submitting a new signed 
receipt each time. 

Welcome to the Fairport Public Library!  I am glad that you have joined our library, and I hope that you 
will find your work with us to be both challenging and rewarding. 

Betsy Gilbert 
Director  



2.06 WORKPLACE DIVERSITY   
December 2016 

 

The Fairport Public Library values and promotes diversity as a strategic advantage.  Diversity refers to 
human differences including but not limited to race, color, gender, age, disability, religion, citizenship, 
predisposing genetic characteristics, national origin or veteran status, or any other status protected by 
law. 

 

BENEFITS OF DIVERSITY 

Our library is committed to promoting a work environment in which differences are respected, 
employees are treated fairly and individual contributions are valued and rewarded. The perspectives 
offered by employees from many different backgrounds not only strengthen the library and provide 
greater innovation and creativity but also enable it to respond to patron needs in the ever-changing 
marketplace. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3.03 ORIENTATION PROGRAM   
  December 2016 
 

People are the core of our business at the Fairport Public Library.  To help you get off to a good start in 
our library, an orientation program will be scheduled for you during your first week on the job. 

  

DURING YOUR FIRST DAY 

During your first day, your supervisor will give you a tour of our facility, introduce you to your co-workers, 
and begin training you for your job. 

DURING YOUR FIRST WEEK 

During your first week, an appointment will be scheduled for you to meet with the human resources staff 
who will explain your benefits, answer your questions, and help you complete the payroll and benefit 
forms. 

You will have access to this Employee Handbook before this meeting. It is important to read this 
handbook, print and sign the receipt at the back of the handbook, and submit that to human resources 
staff. It will answer many of your questions about our library and its personnel policies. 

THROUGHOUT YOUR EARLY WEEKS 

Throughout your early weeks, you will be given on-the-job training. During this time, you should gain a full 
understanding of your job responsibilities and our standards for this position. Your supervisor is eager to 
help you in any way (s)he can, so do not hesitate to ask questions. 

 

 

 

 

 

 

 

 

 

 



3.07 POSITION DESCRIPTIONS   
  December 2016 
 

A position description is written for each position in our library and maintained on file in the 
Administrative office. The purpose of these position descriptions is to identify job standards, essential job 
functions as well as marginal or peripheral duties, and reporting relationships for the various positions 
throughout our library. 

 

EMPLOYEE ACCESS TO POSITION DESCRIPTIONS 

Your supervisor will provide you with a copy of your position description at the time of hire and whenever 
your accountabilities change significantly. 

USE OF POSITION DESCRIPTIONS 

Position descriptions are designed to promote a better understanding of the total job for both you and 
your supervisor. Your supervisor will refer to position descriptions during the recruitment and hiring 
process, as well as during performance appraisal discussions with you. 

UPDATING POSITION DESCRIPTIONS 

Position descriptions are updated periodically to reflect changes in job duties and organizational 
structure. Schedule time to meet with your supervisor if you believe your position description needs 
updating or if you have questions. 

 

 

 

 

 

 

 

 

 

 

 

 



3.08 PERFORMANCE PROGRESS & APPRAISAL PLAN   
  December 2016 
 

To help you grow in your job, your supervisor will evaluate your performance in writing on a regular basis. 
The purpose of this performance appraisal plan is to provide a basis for better understanding between 
you and your supervisor with respect to your job performance, potential, and development within the 
library. 

 

MEETING WITH YOUR SUPERVISOR 

Your performance is evaluated by your immediate supervisor. It should not take the place of informal 
discussions between you and your supervisor regarding performance, but rather should provide regular 
opportunities to discuss the job relationship in depth. 

FREQUENCY 

All employees will be reviewed at least once each year, by the end of June. 

FORMS 

Performance appraisals are completed on the forms designed for this purpose.  The information on the 
form is to be the basis for discussion between you and your supervisor.  You may obtain a copy of this 
form from your supervisor. 

Results of performance appraisals are used to determine eligibility for the following fiscal year’s step 
increase in salary. 

 

 

 

 

 

 

 

 

 

 

 



3.09 PROMOTIONS AND TRANSFERS   
  December 2016 
 

Whenever possible, our library will promote or transfer qualified employees to fill new or vacated 
positions. 

 

ELIGIBILITY 

Employees must meet Civil Service requirements to be eligible to request a promotion. 

PROMOTIONS 

Promotions occur in accordance with the needs of our library. Decisions regarding promotions are based 
on job performance and work history, as well as the individual's ability to assume a position of increased 
duties and responsibilities. 

TRANSFERS 

We encourage qualified employees to pursue transfer opportunities within the library. Transfers provide 
employees with the opportunity for further growth and development within the library. 

INITIAL DISCUSSIONS 

Promotion and transfer opportunities will be discussed with any member of the staff who wishes to be 
considered for a change in job status. 

 

 

 

 

 

 

 

 

 

 

 

 



3.10 ATTENDANCE   
  December 2016 
 

Your position and the work that you do at the Fairport Public Library is important. It is essential that you 
be at work on time in order for us to serve our patrons and run our library in an efficient manner. 

 

PUNCTUALITY 

Although individual schedules may vary, you are expected to be at your work area on time, ready to work. 
Punctuality is important. 

EMPLOYEE RESPONSIBILITIES  

If you are going to be late or absent from work, you must personally call your supervisor as soon as 
possible. If your supervisor is not available, you may leave a message with the staff member who answers 
the phone.  

If you are absent for three days without personally contacting your supervisor, it may be considered a 
voluntary resignation and you may be removed from the payroll. 
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