
Draft – These minutes have not yet been approved by the Board of Trustees. 
 
THE REGULAR MEETING OF THE BOARD OF TRUSTEES OF THE FAIRPORT PUBLIC 
LIBRARY WAS HELD ON THURSDAY, MARCH 16, 2017 at 7:00 pm. 
 
PRESENT                                        OTHERS 
Jim Donahue    Betsy Gilbert 
Suzanne Stockman   Lin Macholz 
Dave Giambattista   Pat Rapp 
Belinda O’Brien     
     
 
The meeting was called to order at 7:05 p.m. by Jim Donahue, President. Mr. Donahue noted that 
this meeting was to make up for the meeting that was postponed due to weather on Tuesday, and 
that there was a quorum in attendance. Ms. King was excused from the meeting. 
        
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 Belinda O’Brien to approve 
the minutes from the February 2017 Board meeting.  
Motion carried 4-0. 
 
TREASURER’S REPORT 
A motion was made by Belinda O’Brien and seconded by Suzanne Stockman to accept the 
Treasurer’s Report for January 2017. 
Motion carried 4-0. 
 
CLAIMS 
A motion was made by Dave Giambattista and seconded by Belinda O’Brien to approve 
Claims as follows: 

Regular:  $  20,910.01 
Ingram:  $  11,358.36 
Capital & Utilities: $    3,351.23 

  Total of all Claims:  $  35,619.60 
(See attachments.) 
Motion carried 4-0.  
 
DIRECTOR’S REPORT 
Ms. Gilbert stated that last week was interesting with the two disruptive storms. She thanked Mr. 
Donahue for his support with the adjustment of the library’s hours due to the inclement weather. 
The  
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day following the wind storm, the library was full of people plugging things in, lots of children 
in the library because schools were closed, and many people who stayed at the library all day 
long.  
The library closed at 3:00 p.m. on Tuesday, March 14, 2017 and remained closed on Wednesday 
due to the snow storm. 
 
Ms. Gilbert discussed upcoming focus group meetings that will take place on Saturday, April 1, 
2017. As part of the library’s long range planning, three 90-minute focus groups will take place 
at the following times: 9:30 a.m., 11:00 a.m., and 1:00 p.m. Ms. Gilbert is looking for 8-10 more 
people to participate, and will send information to the Board members to share with prospective 
participants. 
 
COMMITTEE REPORTS   
Budget – Mr. Donahue stated that the committee has not met since the Proposed Budget 
Presentation on March 2, 2017. 
 
Personnel – Mr. Giambattista stated that the committee has not met since the last Board meeting. 
 
Long Range Plan – Ms. O’Brien stated that the committee has not met since the last Board 
meeting. 
 
Fairport Library Council – Ms. O’Brien stated that the committee has not met since the last 
Board meeting. 
 
Facilities & Services – Ms. Stockman stated that the committee met tonight prior to the Board 
meeting and did the annual walk-through. The committee will report on this next month. 
 
PRESIDENT’S COMMENTS 
Mr. Donahue stated that he spoke with Jeff Hoover, of Tappe Associates, regarding the 
finalization of the renovation project and the return of unused lighting.  
 
Mr. Donahue noted that there is still one outstanding bill related to the renovation project. 
 
NEW BUSINESS 
A motion was made by Belinda O’Brien and seconded by Dave Giambattista to declare an 
item surplus and disposable. (See attachment.) 
Motion carried 4-0. 
 
A motion was made by Suzanne Stockman and seconded by Dave Giambattista to approve 
personnel policy updates. (See attachment.) 
Motion carried 4-0. 
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OLD BUSINESS 
A motion was made by Belinda O’Brien and seconded by Dave Giambattista to approve 
the 2017-2018 Proposed Budget, to be sent to the Fairport Central School District for 
approval at the 2017 Budget Vote on May 16, 2017. (See attachment.) 
Motion carried 4-0. 
 
ADJOURNMENT 
A motion was made by Belinda O’Brien and seconded by Dave Giambattista to adjourn at  
7:44 p.m. 
Motion carried 4-0.     
 
 
                                   _________________________________

     Pat Rapp, Clerk to the Board 
Attachments: 
Treasurer’s Report – January 2017 
Claims: Summary 
Claims: Capital Account & Utilities  
Claims: Ingram 
Claims: Regular Account 
Surplus Items 
Personnel Policy Updates 
2017-2018 Proposed Budget 























Surplus Items – March 2017 
 
Qty Item     Purchase Date   Cost 
 
1 Camera     2008    $160.00 
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2.00 EMPLOYMENT PRACTICES 

2.01 EQUAL EMPLOYMENT OPPORTUNITY           
 March 2017 
 

Our library is committed to a policy of Equal Employment Opportunity with respect to all employees, 
applicants and interns for employment.  Consistent with this commitment, our policy is to comply with all 
applicable federal, state and local laws concerning employment discrimination. Accordingly, this policy 
prohibits discrimination against qualified employees, interns and applicants in all aspects of employment 
including but not limited to: recruitment, interviewing, hiring (or failure or refusal to hire), evaluation, 
compensation, promotion, job assignment, transfer, demotion, training, leaves of absence, layoff, 
benefits, use of facilities, working conditions, termination and employer-sponsored activities, including 
social and recreational programs. Employment decisions will be made without regard to an applicant’s, 
employee’s or intern’s actual or perceived: race; color; sex; age; disability; religion; creed; citizenship; 
national origin; ancestry; military status or veteran status; marital status; familial status; gender identity 
and expression; sexual orientation; status as a victim of domestic violence, stalking or sex offenses; 
predisposing genetic characteristics; genetic information, and any other status protected by law. 

 

MANAGEMENT RESPONSIBILITIES 

All members of management are responsible for understanding our library’s commitment to this policy 
and ensuring this policy is carried out. Supervisors are responsible for immediately reporting and 
responding to a discrimination complaint. It is critical that any formal or informal reference to 
discrimination is taken seriously. 

REASONABLE ACCOMMODATIONS 

The library will endeavor to make reasonable accommodations for a qualified applicant, intern or 
employee with a known disability, unless doing so would result in an undue hardship to the library. If an 
employee believes he/she needs assistance to perform his or her job duties because of a physical or 
mental condition, please let the supervisor know. Likewise, we will endeavor to make reasonable 
accommodations, upon request, arising out of an individual’s sincerely held religious beliefs or practices, 
unless doing so would result in an undue hardship to the library. If an employee requires a reasonable 
accommodation arising out of a sincerely held religious belief, please let the supervisor know. 

 

         Continued on next page 

2.01 EQUAL EMPLOYMENT OPPORTUNITY (continued) 

QUESTIONS AND COMPLAINTS 

Questions regarding the administration of this policy or a complaint regarding Equal Employment 
Opportunity, should be directed to the employee’s or intern’s supervisor or the Library Director. The 
library will promptly and thoroughly investigate all complaints. Confidentiality will be maintained to the 



greatest degree possible, consistent with the library’s obligation to thoroughly investigate the complaint. 
Any individual at any time, even after separation of employment who feels this policy has been violated 
should immediately contact his or her supervisor or the Library Director. 

If not satisfied with the resolution, an employee or intern may pursue an appeal. Appeals will generally 
follow the steps outlined in the Open Communication policy. 

NO RETALIATION 

It is the policy of Fairport Public Library that any employee, intern or applicant who makes or participates 
in the investigation of a discrimination complaint will not be retaliated against in any way. Employees, 
interns or applicants who feel that they have been retaliated against for such activity should immediately 
contact the Library Director. 

Anyone found to be engaging in any type of inappropriate conduct under this policy may be subject to 
disciplinary action, up to and including termination of employment. 

 

2.02 SEXUAL HARASSMENT   
  March 2017 
 

It is the policy of the Fairport Public Library that all employees and interns are provided a work 
environment free from all forms of discrimination, and harassment, including sexual harassment.  Sexual 
harassment refers to sexually-oriented behavior that is not welcome, that is personally offensive and 
interferes with our work effectiveness. All employees, interns and non-employees conducting business in 
our workplace or at any other location where library-sponsored activities occur must refrain from 
engaging in sexual harassment. 

DEFINITION 

While it is not easy to define precisely what types of conduct could constitute sexual harassment, 
examples of prohibited conduct include, but are not limited to: unwelcome sexual advances; requests for 
sexual favors , obscene gestures, uninvited touching of a sexual nature, sexually-related comments, 
displaying sexually graphic magazines, cartoons, pictures, calendars or posters, sending sexually explicit  
e-mail or voice-mail and/or other verbal, visual, written or physical conduct of a sexual nature: that 1) has 
the purpose or effect of creating an intimidating, hostile, or offensive working environment; or 2) has the 
purpose or effect of unreasonably interfering with an individual’s work performance; or 3) otherwise 
adversely affects an individual’s employment opportunities. Also prohibited is any disrespectful behavior 
through insulting or degrading remarks or conduct of a sexual nature where submission to such conduct 
is made either explicitly or implicitly a term or condition of an individual's employment, submission to or 
rejection of such conduct by an individual is used as the basis for employment decisions affecting such 
individual, or such conduct has the purpose or effect of unreasonably interfering with an individual's work 
performance or creating an intimidating or hostile environment. 

 

REPORTING HARASSMENT 



All employees and interns have a duty to report any instances of sexual harassment, whether the 
harassment is directed toward you or another employee and whether committed by a supervisor, fellow 
employee, or non-employee. Employees and interns who believe they have been subject to sexual 
harassment or have witnessed conduct they believe could be considered sexual harassment, should 
report the conduct immediately to any supervisor, the Assistant Director or the Library Director.  The 
library will promptly and thoroughly investigate all complaints. An employee who has not received a 
satisfactory response within five (5) business days after reporting any incident of perceived discrimination 
or harassment should contact the Board President. 

 

MANAGEMENT RESPONSIBLITIES 

Supervisors who observe an employee or intern violating this policy should take immediate action to stop 
the misconduct. Supervisors who receive a report of sexual harassment or obtain knowledge of potential 
sexual harassment by other means must immediately notify the Library Director, even if no report has 
been made by an employee or intern, or even if the employee or intern reporting the conduct has 
requested that no action be taken. A prompt and appropriate investigation, if necessary, will take place. 

Supervisors are also responsible for ensuring that the library is free from sexual harassment even if it is 
committed by individuals not employed by the library. This may include, but is not limited to: customers, 
vendors, independent contractors, visitors, or any other individual conducting business in the workplace. 
Supervisors aware of this harassment are to notify the Library Director immediately so the library can 
appropriately respond to the situation. 

 

Continued on Next Page 

2.02 SEXUAL HARASSMENT (Continued) 

 

CONFIDENTIALITY AND RETALIATION 

It is the policy of Fairport Public Library that any employee or intern making a report or participating in 
the investigation of a sexual harassment will not be retaliated against in any way. Reports will be 
investigated promptly and confidentiality will be maintained to the greatest degree possible, consistent 
with our obligation to thoroughly investigate the allegation. Employees or interns who feel that they have 
been retaliated against for reporting sexual harassment or participating in an investigation should contact 
the Library Director.  

CORRECTIVE ACTION 

If a report of sexual harassment is found to be valid, immediate and appropriate corrective action will be 
taken.  Employees or interns who violate this policy, including the provision against retaliation, will be 
subject to disciplinary action, up to and including termination. Any disciplinary action will be governed by 
section 75 of the Civil Service Law of New York State.  This determination will be based on all the facts of 
the case. 

 



  

2.03 NON-HARASSMENT   
 March 2017 
 

Fairport Library is committed to maintaining a work environment free from all forms of unlawful 
harassment, and where all employees and interns are treated with dignity and respect. This includes 
conduct both at the workplace and at any other location where library-sponsored activities occur. Our 
library prohibits unlawful harassment against anyone, for any reason, including but not limited to an 
individual’s actual or perceived:  race; color; sex; age; creed; disability; religion; citizenship; national 
origin; ancestry; military status or veteran status; marital status; familial status; gender identity and 
expression; sexual orientation; status as a victim of domestic violence, stalking or sex offenses; 
predisposing genetic characteristics; genetic information; and any other status protected by law. All 
employees, interns and non-employees conducting business in our workplace must refrain from engaging 
in unlawful harassment.  

DEFINITION 

The creation of an intimidating or hostile working environment based on one or more of the above 
categories constitutes unlawful harassment.  Specific types of unlawful harassment include, but are not 
limited to: 

 Physical harassment: refers to pushing, hitting, or unwanted physical touching. 

 Verbal abuse: refers to verbal comments regarding an individual's actual or perceived 
membership in one of the protected categories listed above. 

 Written harassment: refers to derogatory or degrading written comments regarding, an 
individual's actual or perceived membership in one of the protected categories listed above.  
Specific examples include, but are not limited to: e-mail, text messages, memos, notes, graffiti, 
other visual depictions or pictures; 

 Inappropriate, unwelcomed behaviors, such as whistling, not giving someone enough physical 
space, and 

 Any other conduct that has the purpose or effect of creating an intimidating, hostile or offensive 
working environment as defined by law or has the purpose or effect of unreasonably interfering 
with an individual’s work performance or otherwise adversely affecting an individual’s 
employment opportunities. 

Unlawful harassment, whether it be sexual, physical, verbal or written in nature, is a form of employee 
misconduct that undermines the integrity of the employment relationship within our organization. 

REPORTING HARASSMENT 

All employees and interns have a duty to report any instances of harassment, whether the harassment is 
directed toward you or another employee and whether committed by a supervisor, fellow employee, or 
non-employee. Employees and interns who believe they have been subject to harassment, or if they 
witness conduct they believe could be considered harassment, should report the conduct immediately to 
their supervisor, the Assistant Library Director or the Library Director.  The library will promptly and 
thoroughly investigate all reports. An employee who has not received a satisfactory response within five 



(5) business days after reporting any incident of perceived discrimination or harassment should contact 
the Board President. 

MANAGEMENT RESPONSIBILITIES 

Supervisors who observe an employee or intern violating this policy should take immediate action to stop 
the harassment. Supervisors who receive a report of harassment or obtain knowledge of potential 
harassment by other means must immediately notify the Library Director, even if no report has been 
made by an employee or intern, or even if the employee or intern reporting the conduct has requested 
that no action be taken. A prompt and appropriate investigation, if necessary, will take place. 

         Continued on Next Page 

2.03 NON-HARASSMENT (Continued) 

Supervisors are also responsible for ensuring that the library is free from unlawful harassment by 
individuals not employed by the library. This may include, but is not limited to: customers, vendors, 
independent contractors, visitors, or any other individual conducting business in the workplace. 
Supervisors aware of this harassment are to notify the Library Director immediately so the company can 
appropriately respond to the situation. 

CONFIDENTIALITY AND RETALIATION 

It is the policy of Fairport Public Library that any employee or intern making a report or participating in 
the investigation of harassment complaint will not be retaliated against in any way. Reports will be 
investigated promptly and confidentiality will be maintained to the greatest degree possible, consistent 
with our obligation to thoroughly investigate the allegation. Employees or interns who feel that they have 
been retaliated against for reporting a complaint or participating in the investigation of a complaint 
should contact the Library Director. 

CORRECTIVE ACTION 

If a report of harassment is found to be valid, immediate and appropriate corrective action will be taken.  
Employees or interns who violate this policy, including the provision against retaliation, will be subject to 
disciplinary action, up to and including termination. This determination will be based on all the facts of 
the case. 

 

3.04 WORKING HOURS   
 March 2017 
 

Our library observes a 37.5-hour workweek. Time records are kept for each non-exempt employee 
showing the hours worked each week. 

 

WORKWEEK 



Because of the nature of our business, workdays and hours may vary with the job.  Our standard 
workweek consists of 7.5 hours per day, Monday through Saturday. All employees hired after March 13, 
2001 are expected to be available to work on Sundays. 

MEAL BREAK 

Employees who work more than six (6) hours in a workday which extends over the noonday meal period 
(11am-2pm) are required to take a 30-minute, unpaid meal break during that period. A 30-minute meal 
break is standard, unless otherwise stated for an employee’s position and/or department. Supervisors are 
responsible for the scheduling of meal breaks. 

If for any reason an employee’s meal break is interrupted, the employee must notify his or her supervisor 
and the time should be recorded as worked. The employee will be paid for the time and will receive an 
uninterrupted meal break as soon as practicable. Employees should contact their supervisor if they have 
any questions regarding the meal break. 

ADDITIONAL BREAKS 

Employees receive one additional, 15 minute, paid break each day for each four hours worked. 

NURSING MOTHERS PROTECTION 

Nursing mothers may receive break time each day to express breast milk for up to three years after the 
birth of a child. Meal periods may also be used for this purpose. A nearby private area or room, which is 
not a bathroom, will be provided in which to express breast milk.  No employee will be penalized or 
retaliated against for choosing to express breast milk. Employees needing a private area for expressing 
breast milk should see their supervisor or the Library Director for more details.   

TIME RECORDS 

All employees are responsible for recording their hours worked and any absences on a time sheet each 
week, signing it, and then submitting it to their supervisor no later than Friday. 

FLEXIBLE WORK SCHEDULES 

Whenever possible, our library offers a flexible work schedule to assist in balancing work and personal 
life. Your supervisor will discuss the flexible work schedule policy with you. Once you have established 
your work schedule, it cannot be changed without your supervisor's approval; however, the library may 
need to change it to meet staffing needs. Flexible work schedules are available only to the degree that 
library needs are met. 

 

3.05 PAY PRACTICES   
 March 2017 
 

Our library is committed to a policy of fair and equitable compensation. 

 



WAGE AND SALARY PROGRAM 

Wage rates are assigned to each job based on the job requirements and the economic conditions of the 
company and the marketplace. The library endeavors to comply with all federal, state and local laws with 
respect to wage payments. 

MERIT INCREASES 

Pay increases may be provided when an employee demonstrates improvement or outstanding 
performance in his or her job. When reviewing pay increases, the library considers business profitability 
the employee’s individual work performance and other economic factors. All merit increases are provided 
at the sole discretion of the library. 

PAYDAY 

Employees will be paid on the 15th and 30th of each month (or the closest day proceeding the 15th and the 
30th if they fall on a weekend or holiday) and will receive 24 pays per year rather than 26. 

DIRECT PAYROLL DEPOSIT 

Employees have the option of being compensated through direct deposit. The human resources staff 
answers questions regarding compensation options. 

GARNISHMENTS 

A court may order the library to garnish amounts directly from the employee’s paycheck. Our library must 
withhold the amount indicated in the garnishment from the employee's paycheck in accordance with 
Federal, state and local law. 

TRAVEL TIME 

Exempt employees are paid their regular salary for weeks in which they travel. Non-exempt employees 
required to travel for work-related reasons are paid in accordance with federal and state wage and hour 
laws. For more information, see the human resources staff. 

TRAVEL/EXPENSE REIMBURSEMENT 

Employees will be reimbursed for pre-authorized expenses, such as: company-related travel mileage, 
hotel expenses, airfare or other business expenses incurred on behalf of the Fairport Public Library. 
Employees will be reimbursed for their mileage at the library’s current reimbursement rate. The 
employee must complete a voucher, attach any receipts and submit it to the identified human resources 
staff. 
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3.05 PAY PRACTICES (Continued) 

OVERPAYMENTS 



In the event an employee is overpaid due to a mathematical or clerical error, the library will proceed to 
recoup the overpayment as outlined by NYS law. For more information, see the human resources staff. 

POLICY DEDUCTIONS FROM WAGES  

Employee pay stubs itemize deductions made from gross earnings. The library is required by law to make 
deductions for Social Security, federal income tax and any other appropriate taxes. These required 
deductions include any court-ordered garnishments. Pay stubs also itemize any voluntary deductions such 
as an employee’s portion of health, dental, or life insurance premiums and/or voluntary contributions to 
a 403(b) or pension plan, to the extent applicable. If applicable, pay stubs will also differentiate between 
regular and overtime pay received. 

It is our policy to comply with the salary basis requirements of the Fair Labor Standards Act (FLSA) and 
state law. In turn, library supervisors are prohibited from making any improper deductions from the 
salaries of exempt employees or from making deductions from any employee that are not consistent with 
state wage and hour law.   

PERMITTED DEDUCTIONS FROM EXEMPT EMPLOYEE’S PAY 

If an employee is classified as an exempt, salaried employee, he or she will receive a salary which is 
intended to compensate him or her for all hours worked for the Company. This salary is established at the 
time of hire or when an employee becomes classified as an exempt employee. While it may be subject to 
review and modification periodically, such as during salary review periods, the salary is a predetermined 
amount that is not subject to deductions for variations in the quantity or quality of the work performed. 

Under federal and state law, an employee’s salary is subject to certain deductions. Absent contrary state 
law requirements, an exempt employee’s salary can be reduced for the following reasons: 

• Full-day absences for personal reasons other than sickness or disability.  

• Full-day absences for sickness or disability.  

• Full-day disciplinary suspensions for infractions of written policies and procedures.  

• To offset amounts received as payment for jury and witness fees or military pay.  

• The first or last week of employment when an employee works less than a full week.  

• Any full work week in which an employee does not perform any work. 

An employee’s salary may also be reduced for certain types of deductions such as his or her portion of 
health, dental and life insurance premiums; state, federal or local taxes, social security, etc. In a work 
week in which an exempt employee performs any work, his or her salary will not be reduced for any of 
the following reasons: 

• Partial day absences for personal reasons, sickness or disability.  

• Absence on a scheduled work day in which the Company has decided to close the facility at which an 

employee is scheduled to work and has not designated an alternate work site.  

• Absences for jury duty, attendance as a witness, or military leave in any week in which an employee 

has performed any work.  

• Any other deductions prohibited by state or federal law.  

 



Please note: it is not an improper deduction to reduce an employee’s accrued vacation, personal or other 
forms of paid time off for full- or partial-day absences for personal reasons, sickness or disability.  

REPORTING IMPROPER DEDUCTIONS 

Employees should immediately contact their supervisor or the human resources staff with questions 
about deductions or to report improper deductions and/or errors. Employees will not be retaliated 
against for making a complaint. Reports of improper deductions will be promptly investigated.  If it is 
determined that an improper deduction has occurred, the employee will be promptly reimbursed.  

 

4.08 **FLEXIBLE SPENDING ACCOUNT   
      March 2017 
 

As an employee of the Fairport Public Library you may participate in our Flexible Spending Account (FSA). 
The advantage of a FSA is that it allows you to set aside part of your salary before taxes in order to pay for 
qualified medical or dependent care expenses. 

ELIGIBILITY 

Full time employees and part-time employees scheduled to work at least 20 hours per week are eligible 
to participate in the FSA in December of each year, or within 30 days of their date of hire.  Pages and 
aides are not eligible. 

BENEFITS 

A FSA allows employees to pay for certain dependent care expenses and out-of-pocket dental, vision and 
medical care expenses with pre-tax dollars. With the FSA, employees designate how much of their  salary  
to contribute on a pre-tax basis into the FSA for the upcoming year plan (this is the amount  that will be 
available for reimbursing eligible expenses). This amount automatically is deducted from the employee’s 
paycheck in equal amounts each pay period. The advantage of this program is that the employee’s 
designated amount is deducted from their gross pay before taxes are deducted. By lowering gross wages, 
employees pay fewer taxes on the money that they earn. 

ENROLLMENT 

To participate in the FSA, employees must designate the deduction amount for each pay period and the 
annual maximum amount of deferral during open enrollment before the plan year begins. It is important 
that employees budget their projected benefits expenses carefully as federal law requires forfeiture of 
any FSA funds not used within the relevant time period. New employees may participate in the FSA for 
the current plan year if they enroll within 30 days of their hire date.  

ACCOUNT MAXIMUMS 

The maximum amount employees may defer per plan year is as follows:  

 $2600 (in 2017) for out-of-pocket medical, dental and vision care expenses incurred during the 
plan year; and 



 $5000 (in 2017) for qualified dependent care expenses incurred during the plan year. 

RUN-OUT PERIOD 

The FSA plan year begins on January 1st and ends on December 31st of each year. Employees have until 
March 31st to file claims incurred anytime during the plan year. Any unused FSA funds at the end of the 
run-out period are forfeited under the IRS’s use-it-or-lose-it rule. 
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4.08 **FLEXIBLE SPENDING ACCOUNT (continued) 

CHANGES IN FSA ELECTION  

You may not change your FSA election until the beginning of the next plan year, unless one of the 
following events occurs and provided that the change you elect to make is on account of, and consistent 
with, such event: 

• Certain changes in the employment status of the employee or his or her spouse; or 
• Certain changes in family status. 

REIMBURSEMENT 

Benefits Resource, Inc. handles claims administration for the FSA. Employees will be reimbursed from 
their FSA by submitting their claim to Benefits Resource. The money received as reimbursement is tax-
free. 

FSA ELIGIBILITY AT TERMINATION 

In accordance with the provisions of COBRA, employees may have the option of continuing participation 
in the FSA through our plan for a period of time specified by law after employment ends.  Subject to the 
plan documents, employees can continue to submit reimbursements to the plan and are subject to a 
small administrative charge.  Refer to the COBRA policy for further information on benefits continuation.  

This is intended as a brief introduction to our Flexible Spending Account.  A more thorough explanation of 
the FSA is contained in the Summary Plan Description and plan documents available from the human 
resources staff. In the event of a discrepancy between the terms of this policy and the official plan 
documents, the official plan documents will control. 

 

4.11 SOCIAL SECURITY   
 March  2017  
 

All employees are covered by this federal program, known officially as the Federal Insurance 
Contributions Act (FICA).  



 

BENEFITS 

Social Security is an important benefit for you and your family as it provides death, disability and 
retirement benefits.  It also provides you with health insurance if you are elderly or become disabled. 

COSTS 

The cost of this coverage, by law, is divided equally between you and our library.  The rates are subject to 
change in accordance with legislated amendments by Congress. 

MORE INFORMATION 

Questions regarding this program should be directed to the human resources staff. 

  

 

 

4.12 RETIREMENT PLANS   
 March  2017 
 

Our library provides eligible employees with options to join a self-funded 403(b) retirement plan (full-time 
and part-time employees only) and the New York State Employee Retirement System (all employees).  
These plans, which may be used in combination with your Social Security benefits and personal resources, 
will help to provide you with income for retirement. 

INFORMATION 

Documentation for both of these plans is available from the human resources staff.  

 

4.13 **LONG TERM DISABILITY   
 March  2017 
 

Income protection is vital to anyone disabled for a long period of time.  For this reason, the Fairport 
Public Library offers eligible employees a long-term disability plan that provides income protection during 
extended periods of disability. 

 

ELIGIBILITY 



Full-time employees and part-time employees regularly scheduled to work at least 20 hours a week are 
eligible to participate in this plan after completing six months of employment with the library.  Pages and 
aides are not eligible. 

BENEFITS 

The payment of long-term disability benefits is contingent upon you being totally disabled due to illness 
or injury. Total disability means inability to work in any occupation for which you are qualified by training, 
education and experience.  LTD benefits begin after 90 days of disability.  Disability benefits equal 70 
percent of your basic monthly earnings, up to age 65 

COST 

The cost of this insurance is paid by the library. 

EMPLOYEE'S RESPONSIBILITY 

Employees who are on Long Term Disability are responsible for notifying the library of any change in their 
return to work status. 

 

 

 

This is intended as a brief introduction to the Long Term Disability Plan.  A more thorough explanation of 
the plan is contained in the Summary Plan Description and plan documents available from the human 
resources staff. 

 

 

4.14 WORKERS' COMPENSATION   
  March  2017 
 

Our library carries a Workers' Compensation Insurance Policy that covers all employees in the event that 
they are injured or become disabled while on the job.   

 

BENEFITS 

If you are injured while on the job, your medical expenses and loss of earnings up to the specified 
maximum normally will be covered by our Workers' Compensation Insurance Policy. Compensation under 
this plan is based on a formula using your average weekly wages. 

ELIGIBILITY 



Benefits for lost earnings begin after the seventh day of disability. If your disability continues beyond two 
weeks, the benefits will also be paid for the first week of disability. Payment of medical expenses begins 
on the first day of disability. 

COSTS 

The library pays the entire premium for this insurance policy. 

REPORTING ACCIDENTS 

Reports of accidents or injuries, even if minor, must be filed within 24 hours with the Library Director. 
Failure to receive medical treatment in a timely manner may result in serious complications and also may 
jeopardize your eligibility for medical benefits. 

 

4.21 **PROFESSIONAL DEVELOPMENT   
     March  2017 
 

Our library supports the professional development of individuals that is made possible through active 
participation in business and technical organizations.   

 

PROFESSIONAL MEETINGS AND CONFERENCES 

Professional meetings and conferences (in excess of one day and/or 100 miles away) with pay and/or 
expenses must have the recommendation and approval of the Library Director. No staff member may 
take more than ten days per year to attend conferences or to participate in professional organizations 
without the recommendation and approval of the Library Director. Scheduling and budget considerations 
will be the determining factors for the total number of staff attending conferences. 

TRADE PUBLICATIONS 

A variety of trade journals and publications are available within the library. By reading these periodicals 
on a regular basis, you will stay informed and updated on your career field. 

MEMBERSHIPS 

The library does not pay the cost of membership in technical or business organizations for individual 
employees. 

OUTSIDE TRAINING 

Outside training will be considered on its individual merit and the scheduling needs of the library.  Library 
funding will be approved on an individual basis. 

CIVIL SERVICE TEST 



The library will reimburse full time and part-time employees for the registration fee required to take a 
Civil Service test for existing titles. 

 

5.01 SAFETY THROUGH TEAMWORK   
 March 2017 
 

Your safety is a high priority at the Fairport Public Library.  We accept responsibility for providing you with 
a safe working environment, and we expect you to take responsibility for performing your work in 
accordance with our safety standards and practices.   

Safety will only be achieved through teamwork at our library.  We must all join together in promoting 
safety and taking every reasonable measure to assure safe working conditions exist throughout our 
library. 

 

EVERYONE IS RESPONSIBLE FOR SAFETY 

When you notice an unsafe condition, notify your supervisor using the Building Hazard/Incident Report. 
Immediate action will be taken to correct the situation. 

ACCIDENTS 

Report any injury received at work to your supervisor immediately using the Employee Incident Form, 
even if it appears minor, and explain how the injury occurred. 

EMPLOYEE RESPONSIBILITIES 

An unsafe worker is a danger to the worker and fellow employees. Attention to all safety procedures is 
essential, not only to prevent injury, which is paramount, but also to protect property and the 
tremendous investment that it represents. 

Each employee is responsible for safety. To accomplish this, you should: 

• Know and apply safety measures at all times. 
• Know the locations, contents and use of first aid and firefighting equipment. Understand your job 

fully. 
• Seek guidance from your supervisor when unfamiliar conditions are encountered. 
• Report any accident or near accident to your supervisor promptly. Cooperate in the application of 

improved work measures. 
• Complete mandatory employee safety training as directed. 

Employees have the right to report a work-related injury or illness, and will not be subjected to any 
discrimination or retaliation for doing so. 

SAFETY VIOLATION 



Violation of a safety measure is in itself an unsafe act. A violation will be grounds for disciplinary action, 
the extent of which will be determined by the nature of the violation. 

 

5.07 UNIVERSAL PRECAUTIONS   
 March  2017 
 

Universal precautions are the procedures used to protect from blood borne pathogens, bodily fluids, and 
excretions that can cause diseases in humans.  They include but are not limited to the hepatitis B virus 
and the human immunodeficiency virus (HIV).  The OSHA standards mandate work practices, controls, 
and personal protective equipment that, combined with training, will reduce the risks for all employees 
who may be exposed to these substances. 

PROCEDURES 

The following precautions should be followed: 

• Gloves should be worn whenever there is a possibility of contact with blood or body fluids. 
• Hands should be washed immediately if they come in contact with blood or other body fluids. 
• Masks should be worn whenever there is a possibility of splashing or splattering body fluids. 
• Gowns should be worn if soiling of exposed skin or clothes is likely. 
• Spills of blood or body fluids should be cleaned with a solution of household bleach and water in a 

1:100 solution for smooth surfaces and 1:10 for porous surfaces.  Contaminated equipment that is 
reusable must be cleaned.  Upholstered furniture, carpets, books, and any other item of an absorbent 
nature must be dealt with on a case-by-case basis, with the items either cleaned or discarded.  

POST-EXPOSURE 

The library has procedures for confidential medical evaluation and follow-up in the event of a blood 
borne pathogens exposure. Should an exposure incident occur, immediately inform your supervisor. Each 
exposure must be documented on an Incident Report and submitted to the Library Director.  Copies of 
these forms are available from your supervisor. 

 

5.09 ACCIDENT INVESTIGATION AND REPORTING    
  March  2017 

 

PURPOSE  

The purpose of accident investigation is to discover the cause(s) so proper action may be taken to prevent 

a recurrence. Every accident indicates that proper preventive action must be taken. Employees have both 

a right and responsibility to report work-related injuries and illnesses. 

NO RETALIATION 



Employees have the right to report work-related injuries or illness without fear of reprisal. It is the policy 

of library that any employee or intern who makes a complaint regarding safety and/or reports a work-

related injury will not be retaliated against in any way. Employees or interns who feel that they have been 

retaliated against for such activity should immediately contact the Library Director. 

RESPONSIBILITIES  

The Library Director or Library Director’s designee is responsible for investigating accidents as soon as 

they are reported.  

A good accident investigation will:  

 Assist in determining the principal or underlying cause. 

 Determine how to initiate significant corrective action.  

 

The Library Director is required to review accident/injury reports and report all accidents to the Board 

President. The Library Director or Library Director’s designee will fill out and distribute workers’ 

compensation reports and disability paperwork as needed. The Library Director is responsible for 

reviewing each accident/injury investigation report, and with the supervisor, determine the proper 

corrective action to take.  

The Library Director or Library Director’s designee is responsible for implementing identified corrective 

action(s).  

PROCEDURE  

• When an accident occurs, Library Director or Library Director’s designee will immediately take action 
to prevent further injury or damage.  

• The Library Director or Library Director’s designee will interview employee(s) and witnesses as soon 
after the accident as possible. A fact-finding approach will be maintained.  

• The Library Director or Library Director’s designee will determine causes of the injury, illness or 
property damage.  

• The Library Director or Library Director’s designee will establish corrective action(s) for managing and 
rectifying the cause of the accident.  

 
• The Library Director will ensure that all reports are recorded and retained. Accurate information must 

be available regarding the accident, the injury or damage which occurred, the corrective action 

identified and when the corrective action was implemented.  

• The Library Director will conduct a periodic review of the accident investigation reports to identify the 

need for retraining, problem areas, operations that need attention or trends in frequency which 

indicate a need for added prevention activities and/or training.  

 

GENERAL INVESTIGATION GUIDELINES  



• The investigative process will:  

• Analyze the incident to determine the cause or causes.  

• Inspect the location and equipment involved. 

• Inquire about similar incidents which have occurred. 

• Review records.  

• Interview those involved and witnesses.  

• Create a plan of corrective actions to eliminate the causes. 

• Assign responsibility for the corrective actions. 

• Ensure the plan is carried out.  

• Monitor effectiveness of the corrective action. 

  



6.00 EMPLOYEE PROGRAMS AND PROCEDURES 

6.01 PATRON RELATIONS   
 October 2003March  2017 
 

The professional treatment of our patrons as well as the impression that we make on our community is 
important. Our library's reputation is based on our excellent collection, programs, and quality service. To 
maintain our excellent reputation requires the active participation and cooperation of every employee. 

 

QUALITY SERVICE IS EACH EMPLOYEE'S RESPONSIBILITY 

Quality service can only be achieved when every employee understands that patrons are critically 
important to the success of our library. 

The opinions and attitudes that patrons and potential patrons have toward our library may be 
determined for a long period of time by the actions of one employee.  Each employee must be sensitive 
to the importance of providing courteous treatment and excellent service in all working relationships. 

 

6.06 CHANGES IN PERSONAL INFORMATION   
 October 2003March  2017 
 

You are responsible for notifying the human resources staff when there is a change in your personal data.  
This information needs to be kept up-to-date so your benefit plans and payroll withholdings are properly 
administered.  Timely notification of these changes will also enable the Fairport Public Library to assist 
you and your family in matters of personal emergency.   

 

NOTIFICATION 

Notify the human resources staff if any of the following change: 

• Name 
• Address 
• Telephone Number 
• Marital Status 
• Number of Dependents 
• Change in next of kin and/or beneficiaries 
• Emergency Contact 



6.07 OUTSIDE EMPLOYMENT   
 October 2003March  2017 
 

Employees may accept outside employment providing the following provisions are observed. 

 

Employees who have other employment responsibilities outside the Library should ensure that their 
other responsibilities do not interfere with their capability for giving full service at the Library.  The 
employee’s schedule for the outside employment must not interfere with their schedule at the Library. 

 

6.08 EMERGENCY CLOSINGS   
 October 2003March  2017 

 

Inclement weather is to be expected during the winter months.  Driving, although rarely impossible, may 
be difficult at times.  When caution is exercised, the roads are normally passable. 

 

NOTICES OF LIBRARY CLOSING 

Except in cases of severe storms, the library will be open regular hours.  Any alteration in our regular 
schedule will be decided by the Library Director or the staff member in charge in the absence of the 
Library Director.  This will be communicated over local radio and television stations and the staff 
telephone tree. 

ABSENCES DUE TO POOR WEATHER 

When an employee opts not to come to work because of the weather though the library remains open, 
he or she will be considered to be taking a vacation or personal day. 

If the Library is closed after opening due to weather, staff who have reported to work will be paid for the 
time they were scheduled to work that day. 

Payment of wages for an emergency closing day will be made only when they fall on a normally scheduled 
working day.  All employees, including pages and aides, will receive pay for the time scheduled to work on 
emergency closing days.  Payment will be made for up to seven days.  Any payment beyond seven days 
will be at the discretion of the Library Board of Trustees. 

OTHER EMERGENCIES 

Any closing due to a non-weather emergency will be made at the discretion of the Library Director.  There 
may be instances where the library is closed to the public due to an emergency but the staff is required to 
report to work, at the discretion of the Library Director. Employees scheduled to work but not required to 
report to work will be paid for their normally scheduled time.  Payment will be made for up to seven days.  
Any payment beyond seven days will be made at the discretion of the Library Board of Trustees. 



 

6.09 BULLETIN BOARDS   
 October 2003March  2017 
 

The Fairport Public Library maintains staff bulletin boards in suitable places for the posting of official 
notices relating to the Fairport Public Library business, job opportunities, sponsored activities and federal 
and state regulations. 

 

GENERAL 

Information of interest and importance to you is regularly posted on our administrative bulletin board. 
Make a point to look at the bulletin board regularly to keep up with "what's happening." This bulletin 
board is for administrative use only so employees may not post or remove any items on it. 

Additionally, there is a bulletin board for general sharing of news and information by the staff.  This 
bulletin board is for the use of all staff members, however management reserves the right to remove 
anything deemed objectionable or disruptive. 

 



Fairport Public Library  2017-2018 INCOME draft

 FY2016-2017 PROPOSED CHANGE % CHANGE

2016-2017 6 MONTHS PROJECTED 2017-2018 IN BUDGETED IN BUDGETED

REVENUE ACTUAL REVENUE REVENUE REVENUE REVENUE

BUDGET REVENUE 2016-2017 BUDGET 16/17 TO 17/18 16/17 TO 17/18 notes

TAXES 2,517,233$   2,517,233$       2,517,233$       2,517,233$       -$                       -                         

PAYMENT IN LIEU OF TAXES & MISC 19,628          -                        18,000              10,700              (8,928)                (45.49)                

LIBRARY CHARGES 95,000          35,134              70,000              70,000              (25,000)              (26.32)                

INTEREST 1,500            325                   830                   850                   (650)                   (43.33)                

PHOTOCOPIES 4,000            3,773                7,250                7,000                3,000                 75.00                 

GIFTS AND DONATIONS 3,996            1,668                3,000                3,000                (996)                   (24.92)                

MCLS REVENUE 16,000          8,000                16,000              8,000                (8,000)                (50.00)                a

STATE AID 10,000          17,653              17,653              11,653              1,653                 16.53                 

APPROPRIATED/FUND BALANCE 21,281          -                        -                        76,807              55,526               260.92               

TOTAL REVENUES 2,688,638$   2,583,786$       2,649,966$       2,705,243$       16,605$             0.62                   

Note: a) Revenue received for Executive Director acting as Town Liaison to MCLS will end 12/31/2017.

Allowable Tax Levy Limit 2,588,713 2.8%

Tax Data 2016-2017 2017-2018  Change

Proposed Real Property Tax Levy 2,517,233$   2,517,233$       0.00%

Projected Tax Rate .803/1000 .803/1000*

*Based on 2016 Taxable Assessed values provided by Town of Perinton (subject to change)

For the average home assessed at $200,000, a year of library services is estimated to cost about $160.60
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Fairport Public Library  2017-2018 EXPENDITURES draft

FY2016-2017 FY2016-2017 FY2016-2017 FY2016-2017 FY2017-2018 % CHANGE

ORIGINAL ADJUSTED 6 MONTHS PROJECTED BUDGET 2016-2017

BUDGET BUDGET ACTUAL EXPENDITURES PROPOSAL TO 2017/2018

PERSONNEL EXPENDITURES

Salaries

Professional 700,806$          684,882$          340,281$         684,882$             692,254$          (1.22)              

Clerical 401,986            402,764            180,509           402,764               410,818            2.20               

Pages 136,261            142,761            60,616             142,761               152,215            11.71             

Custodial 51,702              51,702              23,683             51,702                 54,078              4.60               

Library Aides 92,023              97,612              31,822             97,612                 97,986              6.48               

Total Salaries 1,382,778         1,379,721         636,911           1,379,721            1,407,351         1.78               

Fringes

NYS Retirement 175,000            175,000            -                      175,000               185,000            5.71               

Health Insurance 260,000            260,000            125,138           270,000               300,000            15.38             

Social Security 105,783            105,549            43,197             105,549               107,662            1.78               

Workman's Comp 12,000              12,000              -                      16,000                 16,000              33.33             

Disability & Life Insurance 16,500              16,500              8,491               16,500                 15,500              (6.06)              

Dental Insurance 18,000              18,000              323                  18,000                 18,000              -                     

Employee Asst. Program 1,800                1,800                -                      1,800                   1,800                -                     

Total Fringes 589,083            588,849            177,149           602,849               643,962            9.32               

TOTAL PERSONNEL EXPENDITURES 1,971,861         1,968,570         814,060           1,982,570            2,051,313         4.03               

OPERATING EXPENDITURES

Equipment/Capital 24,200              24,200              5,102               24,200                 26,600              9.92               

Library Materials 280,000            280,000            130,047           280,000               280,000            -                     

Software Supplies 17,000              17,000              14,716             17,000                 17,000              -                     

Office/Library Supplies 16,000              16,000              10,992             16,000                 16,000              -                     

Telephone 5,000                5,000                1,588               3,500                   3,500                (30.00)            

AV Supplies 5,000                5,000                2,438               5,000                   5,000                -                     

Postage & Freight 11,000              11,000              3,217               11,000                 11,000              -                     

Publicity & Printing 18,000              18,000              8,112               18,000                 18,000              -                     

Professional Educ. & Travel 7,000                7,000                1,096               7,000                   7,000                -                     

Contracts/Other Libraries 66,000              66,000              32,639             66,000                 66,000              -                     

Professional Fees 69,000              69,000              10,814             22,000                 22,000              (68.12)            

Membership Dues 750                   750                   60                    800                      800                   6.67               

Equipment / Lease 11,000              11,000              5,189               11,000                 11,000              -                     

Utilities 25,000              25,000              8,844               18,000                 20,000              (20.00)            

Custodial Supplies 4,000                4,000                1,954               4,000                   4,000                -                     

Building Maintenance 26,250              26,250              16,111             26,250                 26,250              -                     

Rent 74,280              74,280              43,330             74,280                 74,280              -                     

Insurance 41,800              41,800              24,277             30,000                 30,000              (28.23)            

Programming 10,500              10,500              5,673               10,500                 10,500              -                     

Building Contracts 5,000                5,000                -                      5,000                   5,000                -                     

Total Operating Expenditures 716,780            716,780            326,201           649,530               653,930            (8.77)              

TOTAL EXPENDITURES 2,688,641$       2,685,350$       1,140,261$      2,632,100$          2,705,243$       0.62               

Budget2017-2018
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Fairport Public Library  2017-2018 EQUIPMENT REQUEST draft

ITEMS QTY DESCRIPTION PRICE/ITEM EQUIPMENT/ EQUIPMENT/ SOFTWARE

CAPITAL LEASING

WORKSTATIONS

& PERIPHERALS

[1] 11 replacement pcs (staff) 1,300.00 $14,300.00

3 replacement laptops (staff) 1,750.00 $5,250.00

COPIER

[2] 1 Office copier lease (8/2015-7/2018) $8,000.00

1 Public copier lease (11/2013-11/2018) $3,000.00

MISCELLANEOUS

[3] 3 Barcode Scanners $150.00 $450.00

2 receipt printers $300.00 $600.00

[4] Contingency $3,000.00

Carts/misc $3,000.00

SOFTWARE

[5] Software Licensing and Upgrades $17,000.00

TOTAL EQUIPMENT, LEASING & SOFTWARE: $26,600.00 $11,000.00 $17,000.00

NARRATIVE

[1] Ongoing replacement of workstations, iPads & printers 3-4 yr cycle. 

[2] Ongoing lease for public copier and office copier.

[3] Ongoing replacement of receipt printers and scanners.

[4] to cover additional shelving, seating, miscellaneous carts, if necessary.

[5] The software line is used for virtual machine licensing, utility and productivity software upgrades and purchases.

Budget2017-2018 3 3/27/2017 
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