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DOCUMENT 1: 
RESOLUTION TO FORM A "90.2(4) COMPLIANCE ASSURANCE TEAM"
 
WHEREAS the New York State Education Department has amended the "minimum requirements" for public and association libraries to include certain internal and external policies; and
 
WHEREAS this new requirement is effective January 1, 2027; and
 
WHEREAS the Library would like to review its internal and external policies to verify compliance with this requirement;
 
BE IT RESOLVED that the Board confirms that NAME, NAME, NAME, and NAME shall be a "90.2(4) Compliance Assurance Team", to assess the Library's internal and external policies, coordinate any necessary updates, and assist the board in verifying compliance prior to January 1, 2027.
 
 
 


DOCUMENT 2: 
COMMITTEE CHECKLIST AND WORKPLAN TO CONFIRM ASSURANCE OF COMPLIANCE

	Assessment Date:
	 

	Preparer:
	 

	Goal for final assurance:
	 

	Next step:
	 

	Next assessment meeting:
	 

	Compliance assurance team contributing:
 
	 


 
 
	Required policy
	Status
 
	Next step or WE'RE READY!

	 
Policy on the selection of library materials and reconsideration of such selection
	 
 
NOTE: Should be posted on library website or otherwise available to the public.
	 
Sample answers:
 
Policy must be developed
 
Policy under review for compliance
 
Policy must be updated
 
Policy must be submitted for approval at the DATE board meeting
 
Policy is posted at [link]
WE'RE READY!

	 
Policy on the public usage of library space and meeting rooms
 
	 
 
 
NOTE: Should be posted on library website or otherwise available to the public.
	 
Sample answers:
 
Policy must be developed
 
Policy under review for compliance
 
Policy must be updated
 
Policy must be submitted for approval at the DATE board meeting
 
Policy is posted at [link]
WE'RE READY!

	 
Code of Conduct
	 
 
NOTE: Should be posted on library website or otherwise available to the public.
	 
Sample answers:
 
 
Policy must be developed
 
Policy under review for compliance
 
Policy must be updated
 
Policy must be submitted for approval at the DATE board meeting
 
Policy is posted at [link]
WE'RE READY!

	 
Confidentiality of Library Records
	 
 
NOTE: Should be posted on library website or otherwise available to the public.
	 
 
Sample answers:
 
 
Policy must be developed
 
Policy under review for compliance
 
Policy must be updated
 
Policy must be submitted for approval at the DATE board meeting
 
Policy is posted at [link]
WE'RE READY!

	 
Personnel policies (internal)
	 
NOTE: Can be "internal" but must be ready to address applicable mandatory notice, posting, and policy requirements.
	 
Sample answers:
 
 
 
Policies must be developed
 
Policies under review for compliance
 
Policies must be updated
 
Policies must be submitted for approval at the DATE board meeting
 
We have the bare minimum and can do the rest in a methodical manner
 
All required notices are posted, all notices sent, all required policies in place and...
WE'RE READY!

	 
Disaster preparedness policy (internal)
	 
 
NOTE: Can be "internal" but must be ready to address applicable mandatory notice, posting, and policy requirements.
	 
Sample answers:
 
 
Policy must be developed
 
Policy under review for compliance
 
Policy must be updated
 
Policy must be submitted for approval at the DATE board meeting
 
Policy is located at LOCATION
and
WE'RE READY!
 

	 
Financial control policies (internal)
	 
NOTE: Can be "internal" but must be ready to address applicable mandatory notice, posting, and policy requirements.
	 
Sample answers:
 
 
Policy must be developed
 
Policy under review for compliance
 
Policy must be updated
 
Policy must be submitted for approval at the DATE board meeting
 
Policy is posted at [link]
WE'RE READY!


 
 
 

DOCUMENT 3: 
PERSONNEL POLICY INVENTORY
 
To ensure consistent staff management and fair employment practices as required by 
8 NYCRR 90.2(4)
 
	PUBLIC LIBRARY
	 
	ASSOCIATION LIBRARY
	 

	Worker's Compensation
(attach claim form)
	 
	Worker's Compensation
(attach claim form)
	 

	Unemployment Insurance
(attach recent invoice)
	 
	Unemployment Insurance
(attach recent invoice)
	 

	Federal Minimum Wage Notice
(attach picture of posting)
	 
	New York State Minimum Wage Notice
(attach picture of posting)
	 

	Sexual Harassment Prevention
(attach copy of policy)
	 
	Sexual Harassment Prevention
(attach copy of policy)
	 

	Use of Corrections records for employment
(attach copy of policy and posted notice)
	 
	Use of Corrections records for employment
(attach copy of policy and posted notice)
	 

	Conflict of interest 
(attach copy of policy)
	 
	Conflict of interest 
(attach copy of policy)
	 

	Non-Retaliation Posting
(attach picture of posting)
	 
	Non-Retaliation Posting
(attach picture of posting)
	 

	"No Smoking" Signs
(attach picture of posting)
	 
	"No Smoking" Signs
(attach picture of posting)
	 

	Expression of Breastmilk Posting
(attach copy of policy and posted notice)
	 
	Expression of Breastmilk Posting
(attach copy of policy and posted notice)
	 

	Family Medical and Leave Act
(attach copy of policy)
	 
	Family Medical and Leave Act
(if over 50 employees, attach copy of policy)
	 

	"You Have a Right to Know"
(attach picture of posting)
	
	Paid Sick Leave
(attach copy of policy, unpaid if under 5 employees)
	

	Workplace Violence Prevention
(attach copy of policy)
	 
	Paid Prenatal Leave
(attach copy of policy)
	 

	
	 
	Wage Theft Notices
(attach picture of notices)
	 

	 
	 
	 Wage Transparency
(confirm when posting a job opening or promotion opportunity)
	 

	
	
	NY Paid Family Medical Leave
(attach copy of policy and posted notice)
	

	
	
	Short-term Disability Coverage
(confirm coverage and attach posted notice)
	

	
	
	Vacation, leave, wage and hours practices
(attach copy of policy and posted notice)
	

	
	
	Electronic Monitoring
(attach copy of policy and posted notice)
	

	
	
	Equal Pay
(attach copy of policy and posted notice)
	

	
	
	Limits on hours for minors
(attach picture of posting)
	


 
 
 


DOCUMENT 4: 
TEMPLATE DISASTER PREPAREDNESS PLAN
 
In New York Executive Law Article 2-B, a "disaster" is defined as "occurrence or imminent, impending or urgent threat of wide spread or severe damage, injury, or loss of life or property resulting from any natural or man-made causes, including, but not limited to, fire, flood, earthquake, hurricane, tornado, high water, landslide, mudslide, wind, storm, wave action, volcanic activity, epidemic, disease outbreak, air contamination, terrorism, cyber event, blight, drought, infestation, explosion, radiological accident, nuclear, chemical, biological, or bacteriological release, water contamination, bridge failure or bridge collapse." In New York, all municipalities and counties are required to have a comprehensive emergency management plan to ensure readiness in the event of a disaster.

As of January 1, 2027, all public and association libraries are required to have a policy for disaster preparedness. To avoid redundancy and to promote cooperation with local authorities during a disaster, the Library's policy should consider and build on the policies of its municipality and county as well as consider the unique risks and role of the Library.
 
The NAME Library, recognizing its obligation to have a policy to aid response and coordination with local and regional emergency management in the event of a disaster impacting the library, its community, region, state, or nation, confirms the following plan:

PLAN

Although a plan cannot account for all possible risks of disaster, based on the Library's location and operations, our most likely risks of disaster are: INSERT.
 
If the library building must be evacuated suddenly, INSERT is the alternate gathering place, and INSERT is the secondary gathering place to organize a response.
 
If the Library must be closed for the day, the decision is made by NAME and it is communicated by INSERT.
 
When normal operations are disrupted, the Library communicates by INSERT [note: this should contemplate LAN, cell and internet disruption and offer a variety  of means, including physical proximity of leaders and employees].
 
The closest emergency responders are INSERT.  The Library meets with that agency no less than annually to confirm familiarity with operations and personnel.
 
In an emergency or disaster response, the Library will look to the Director, or a designee, to assist with coordinating with appropriate first responders.  The comprehensive emergency preparedness plan for the MUNICIPALITY  and COUNTY are attached to this plan so such coordination can be effected. Attach any specific plan for the municipality and county (which they are required to have per Executive Law Article 2-B).
 
In the event of a disaster that requires closure of the library and/or prompt and significant efforts to recover, the Board will form the following ad hoc committees as needed:  people & communications, asset protection & operations, and insurance/budget to assist the Director and the team by helping to organizing prompt responses on policy-based operational and budget decisions requiring board votes.  The Board shall also retain such experts and contractors as needed on an emergency procurement basis.

The Library [maintains its own computer network/uses the computer network of the library system/uses a third party IT provider for computer networking].  The Library's network is backed up by INSERT and in the event of a loss to the primary network, operations can be restored from the backup. In the event of a ransomware attack or other illegal disruption of networking and computing capability, the Library will immediately alert law enforcement and its insurance carrier as well as its network provider. Staff are regularly trained to recognize the signs of attempted and actual data breach and unauthorized access.  

In the event of a regional disaster where the Library is prepared to offer assistance, it will look for mission-aligned ways to do so, including INSERT.

The Library's special collections and assets are: INSERT. These items are protected from some disasters by INSERT [note: NO contingency plan for preserving a critical asset should depend on a human entering a potentially dangerous condition; protection should be in evacuation protocols, storage practices, insurance, and other ways of mitigating risk.]
 
The Library has up to INSERT AMOUNT in insurance coverage to repair or replace the library building in the event of disaster. Excluded from coverage is: INSERT IF ANY. Include link to policy on cloud drive so it is available even if you can't enter the library building
 
The Library has up to INSERT AMOUNT  insurance coverage to repair or replace the library's assets? Excluded from coverage is: INSERT IF ANY; include link to policy on cloud drive so it is available even if you can't enter the library building.
 
The insurance does/does not cover the costs of renting an alternate location in the event of a disaster.  The plan for an alternate temporary location is: INSERT.
 
Attach and link to any specific plans for flood, tornado, pandemic, civil unrest, active shooter, ransomware attack, and workplace violence [NOTE: these are not required by 8 NYCRR 90.2, but  are handy to have in an emergency].  Include link to plan on cloud drive so it is available even if you can't enter the library building

The Library board reviews this Memo annually and directs that it be updated as needed.

DOCUMENT 5: 
FISCAL POLICIES ASSESSMENT

Note: Some municipal and school district public libraries will use their municipality or district as the custodian of their funds. These libraries might follow their municipality's or school district's fiscal policies. We call this "Synching." When a library is Synching the fiscal policy of the custodian of their funds, that should be noted in their own policies and the Library should have a copy on hand.

Using a municipality or school district as custodian of funds does not relieve the Library Board of the duty to approve expenditures.

	
	Fiscal policy item
	Answer

	1
	Needed:
 
Cash handling: Does the library have a written policy on handling cash in a secure manner?
	The policy is INSERT
 
OR
 
We use INSERT MUNICIPALITY'S OR SCHOOL DISTRICT'S policy [ATTACHED]

OR

We need to develop that further.

	2
	Needed:
 
Recording: Does the library have a written policy on recording income?
	The policy is INSERT
 
OR
 
We use INSERT MUNICIPALITY'S OR SCHOOL DISTRICT'S policy [ATTACHED]

OR

We need to develop that further.

	3
	Needed:
 
Depositing: Does the library have a written policy on depositing cash in a secure manner?
	The policy is INSERT
 
OR
 
We use INSERT MUNICIPALITY'S OR SCHOOL DISTRICT'S policy [ATTACHED]

OR

We need to develop that further.

	4
	Needed:
 
Reconciling: Does the library have a written policy on regularly reconciling accounts?
	The policy is INSERT
 
OR
 
We use INSERT MUNICIPALITY'S OR SCHOOL DISTRICT'S policy [ATTACHED]

OR

We need to develop that further.

	5
	Needed:
 
Separation of duties: Does the Library's policy require the above-listed tasks be done by separate people?
	The policy is INSERT
 
OR
 
We need to develop that further.

	6
	Needed:
 
Who is the custodian of the library's funds?
 
If other than the Treasurer of the Library, is there an MOU, contract, or written understanding with that custodian (who will be a municipality or a school district).
	Answer:

	7
	Needed:
 
Does the library have a policy for accepting gifts?
	The policy is INSERT
 
OR
 
We need to develop that further.

	8
	Needed:

Does the library have a written policy for retention of payroll records?
	The policy is INSERT
 
OR
 
We use INSERT MUNICIPALITY'S OR SCHOOL DISTRICT'S policy [ATTACHED]

OR

We need to develop that further.

	9
	Needed:
 
Does the library have a written policy on procurement of goods and services?
	The policy is INSERT
 
OR
 
We use INSERT MUNICIPALITY'S OR SCHOOL DISTRICT'S policy [ATTACHED]

OR

We need to develop that further.

	10
	Needed:
 
Does the library have a written policy on who may sign contracts?
	The policy is INSERT
 
OR
 
We need to develop that further.

	11
	Needed:
 
Does the library have a written policy on adoption and amendment of the budget?
	The policy is INSERT
 
OR
 
We need to develop that further.

	12
	Needed:

Does the library have a written policy on check signing procedures?
	The policy is INSERT
 
OR
 
We need to develop that further.

	13
	Needed:

Does the library have a written policy on fund balance and minimum cash reserves?
	The policy is INSERT
 
OR
 
We need to develop that further.

	14
	Needed for public libraries only:

Does the library have a written policy on reports to the State Comptroller?
	The policy is INSERT
 
OR
 
We use INSERT MUNICIPALITY'S OR SCHOOL DISTRICT'S policy [ATTACHED]

OR

We need to develop that further.

	15
	Might also be needed...

Does the library have a written policy on petty cash? 
	The policy is INSERT
 
OR
 
We need to develop that further.

	16
	Might also be needed...
 
Does the library have a written policy on investment?
	The policy is INSERT
 
OR
 
We need to develop that further.

	17
	Might also be needed...
 
Does the library have a written policy on endowment?
	The policy is INSERT
 
OR
 
We need to develop that further.

	18
	Might also be needed...
 
Does the library have a written policy on borrowing?
	The policy is INSERT
 
OR
 
We need to develop that further.

	19
	Might also be needed...
 
Does the library have a written policy on accepting credit cards (PCI)?
	The policy is INSERT
 
OR
 
We use INSERT MUNICIPALITY'S OR SCHOOL DISTRICT'S policy [ATTACHED]

OR

We need to develop that further.

	20
	Might also be needed...
 
Does the library have a written policy on grants management?
	The policy is INSERT
 
OR
 
We need to develop that further.

	21
	Might also be needed...
 
Does the library have a written policy on routine audit?
	The policy is INSERT
 
OR
 
We use INSERT MUNICIPALITY'S OR SCHOOL DISTRICT'S policy [ATTACHED]

OR

We need to develop that further.

	22
	Might also be needed...
 
Does the library have a written policy on capital asset inventory?
	The policy is INSERT
 
OR
 
We use INSERT MUNICIPALITY'S OR SCHOOL DISTRICT'S policy [ATTACHED]

OR

We need to develop that further.

	23
	Insert custom:
	 

	24
	Insert custom:
	 


 
Note: The above list notes when it is appropriate to Synch library policy of a municipality or school district.

DOCUMENT 6: 
SEE PULISDO COLLECTION MANAGEMENT POLICY AND GUIDE

https://docs.owwl.org/pub/Community/ResourcesQAWithRonAtWadsworthLibraryInGeneseo/CMPToolkit2__2022-07-11.pdf
[image: ]


DOCUMENT  7: 
OPTIONS AND TEMPLATES FOR DEVELOPING A POLICY ON PUBLIC USAGE OF LIBRARY SPACE AND MEETING ROOM

It is important to assess the needs of your library when developing a policy on public usage of library space. Here are some options:
 
Option 1: Rental (for a set fee and/or the cost of cleaning, etc.) to any group or individual that meets pre-set and non-discriminatory criteria (no viewpoint discrimination).

This is a good option if the library just wants to make the space available and recoup expenses. However, access can’t be denied because the library doesn’t like the group’s politics or mission, and some groups could get priced out.
 
Option 2: Free to any group or individual that meets pre-set and non-discriminatory criteria (such as incorporation as a nonprofit and having general liability insurance).
 
This is a good option if the library just wants to make the space available for free. However, access can’t be denied because the library doesn’t like the group’s politics or mission.

Option 3: Free for mission-adjacent programming, meaning meetings happen with endorsement of library, per the library programming policy. This is a good approach if rooms are only to be used for meetings, workshops, and events that are basically extra library programs.
 
Option 4: Room “checked out” by library user like any other resource (not by a group), with rules for the space. No viewpoint discrimination is allowed, but the library can limit activity based on neutral criteria and limit to cardholders. Meetings can be open to all or just to those invited by the library user who made the reservation.

Libraries can (and do) use a combination of these approaches; what’s important is clarity about which approach is governing a particular use.
 
Advice on how to decide between or blend options

If your library wants a room use policy that allows the library to deny access based on group type or message but still wants to openly offer rooms for events which it finds consistent with its mission, your library should use option 3 (mission-adjacent programming).

If your library doesn’t want to restrict the use or group and just wants to provide viewpoint-neutral access, any of the other options can work, it’s just a question of what it right for the library and its community. 

The key is to ensure there is no risk that the library could be accused of unfair viewpoint discrimination applied when authorizing room use otherwise open to all. 

Note from the Author: Personally, I like a blend of options 3 and 4. Option 3 helps a library identify community members who are leading events that the library wants to promote by actually making them “library official” (even if led by volunteers), while option 4 allows the library to provide space to cardholders who want to check it out for their own group on a limited basis (added bonus: the access does not have to be open to all, since it’s a service, not an event).
 
I  have worked with libraries on each of these approaches and have template policies to serve any approach. I recommend checking out the posted policies of the Bethlehem Public Library, which recently revised its approach to use the room checkout policy along with the rental approach.


Template Policy
[NAME] Public Library
Meeting Room Policy
Date adopted: 
 
[Note: Items in yellow are to be adjusted at Library’s discretion before finalizing this policy]
 
Policy
 
To meet card holder needs and make the best use of its facilities, and to comply with all applicable law and regulations, the [NAME] Public Library makes space (specifically, rooms separate from general areas, as shown on the schematic attached as “A”) available on the following terms:
 
1. Room Check-out by Card Holders
 
Designated rooms may be checked out for up to [one (1) hour] by card holders. 
 
When using a room, the Library’s Code of Conduct, this policy, and any specific rules for the space apply.
 
To ensure broad access, use of this “Room Check-out” library service is limited to [4 check-outs] per card holder per month, and groups acting in coordination may not use a reserved room for more than [3 continuous hours] on any one day. 
 
Note: the Library reserves the right to waive limits on days/times with established smaller usage.
 
Rooms may be reserved for check-out by [insert method].
 
2. Room Reservation by Affiliated Entities
 
“Affiliated Entities” are those entities who, through a written and duly confirmed agreement with the Library, offer events and services at the Library, in affiliation with the Library.
 
(For example, if the Friends of the [NAME] Library have a book sale at the Library, to benefit the Library, they do so as an “Affiliated Entity”.)
 
For events open to [card holders OR the general public] without charge, designated rooms will be made available to Affiliated Entities per the terms of the Library’s agreement with the organization, and as such rooms are available. 
 
When an Affiliated Entity is using a reserved room, the Library’s Code of Conduct, this policy, any specific rules for the space, and the terms of the affiliation agreement all apply. 
 
3. Room Rental [NOTE: this portion may be adjusted to either be removed entirely or require library privileges for all attendees.]
 
For individuals and groups [with library cards] seeking the temporary use of space that is not covered by Section “1” or “2” above, the Library shall charge a uniform, fixed fee for rental of specific spaces, and require the renting party to enter into the Room Rental Agreement attached as “B.” 
 
NOTE: Proof of general liability insurance must be submitted as required and will only be waived for events of under 10 people or on a case-by-case basis.
 
When renting a room, the Code of Conduct, this policy, any specific rules for the space, and the terms of the rental contract apply.
 
Room Use Rules
 
These Rules supplement the Library’s Code of Conduct and violation of them may be addressed through the Code.
 
All Library policies governing conduct apply in the Library rooms, regardless of the terms of use (check-out, affiliation, rental). In particular, this includes the Library’s ethics, anti-discrimination, and sexual harassment policies.
 
Without specific written permission, there is no sale of goods and services in the Library, including in reserved or rented rooms. For rentals and special events, such permission should be arranged at least a month in advance, and well before any advertisement or promotion of the event.
 
While use of library services is confidential, for the operational needs of the Library, any person found to be using a room for an illegal or fraudulent purpose will not only face consequences under the Code of Conduct, but may be referred to law enforcement or another appropriate authority.
 
Use of reserved rooms must be in accordance with the [NAME] Library “Unaccompanied Minors Policy” which can be found at [INSERT link to policy location].
 
[INSERT additional as desired]
 
“A”
Library Room Schematic
 
[INSERT]

“B”
Application for Temporary Use of Library Space
To explore if renting a room at the [NAME] Library is a good fit for your event, please fill out the below sections, and review the proposed “Facility Use Contract”. If the organization is a 501(c)(3) or other registered not-for-profit, a rental fee reduction or waiver may be requested (NOTE: due to their express purpose for political activity, 501(c)(4) organizations do not qualify for a fee waiver).
Once you have submitted the application to the library, Library staff will notify you if the facilities are available and the due date for the rental fee, and then we will send you a signed copy of the contract as confirmation that your date and time are locked in.
NOTE: Filling out this form does not guarantee that the Library will rent you or your organization the space. Please do not advertise or promote your event using the name or address of the Library until the contract is signed and fee is paid.
 
	Use Details

	Date(s) and time(s) of use NOTE: If use is routine (“Every
Monday in 2020”), note the routine.
	

	Purpose of use (the “Event/s”).
Please describe the activity to be conducted while you are using the Space.
	

	Estimated maximum attendees
	

	Will you bring in any contractors or third parties under contract for this event?
If so, you must provide the Library with a copy of the contract and they must name the Library on their certificate of insurance.
	

	Please list any special details.
	

	Person from Organization who will oversee Organization’s use of the Space (must be present at all times) and their back-up person.
	 
Name:
Cell number: E-mail:
 
Name:
Cell number: E-mail:

	[If applicable]
Rental Fee on a per-use basis
 
NOTE: If the use is charitable and the fee is to be waived, the use must not involve any political activity as defined by the IRS. To ensure no prohibited inurement or establishment clause concerns, fee waiver is only available to a charitable not-for-profit corporation, an education corporation, or a charitable trust, partnership or LLC.
	 
[Study Room:
$20 for first hour, $5 each additional hour



1.     Meeting Room:
$50 for first hour, $15 each additional hour
 
Insert any additional]

	[If applicable]
Fee is payable the following ways: Check or credit card
Reservations will not be confirmed until payment is received.
	

	Will minors unaccompanied by parents/guardians be attending the event at the Space?
 
If yes: does Organization have a policy barring abuse of minors, and requiring instances of abuse of minors in connection with Organization’s programs to be reported to law enforcement within 24 hours?
	

	Is Organization a chapter or affiliate of a larger organization?
 
If so, include larger organization’s name.
	

	Will the event involve food or the creation of materials to dispose of?
 
All trash and recycling generated by the event must be removed by the person or organization reserving the room at the conclusion of your reservation.
	

	 
Organization’s Contact (the person who will help them with any questions and address any concerns)
	 
Name:
Cell number: E-mail:

	Room-specific rules
	 
If the room you/your organization want/s to use has special rules, please review them in advance.




[NAME] Public Library FACILITY USE CONTRACT
This contract for facility use is between the [NAME] Public Library (the “Library”) and
      	 (“Organization”) an [INSERT type organization/individual] with an address of             	, for temporary use of room #
      	 in the Library (the “Space”).
 
Library Mission and Terms of Use
As part of its mission, the Library requires that all people on Library property abide by all the Library’s policies. In addition, while using the Space, Organization and any person at the Space in affiliation with Organization must at all times follow the below rules, and any reasonable request of any Library representative.
Rules include:
No harassing, abusive, or demeaning activity directed at any person or group or the Space.
 
No contact that violates any applicable law or regulation.
 
In the event of an emergency at the Library, Organization shall abide by the reasonable request of any Library representative, and any first responder assisting with the emergency.
 
In the event of any injury to any person, or incident of property damage while the Space is in use, Organization will immediately notify the Library Contact listed in the chart above immediately. In the event of a crime or medical emergency, call 911.
Aside from those attending the event(s) in the Space sponsored by Organization, no filming or taking pictures of any individual in the Library (visitor or employee) is allowed, without their express written permission.
After use, the Space will be restored to the condition it was in prior to Organization’s use, by the Organization, unless otherwise specifically confirmed with the Library Contact.
Organization will not promote the event using the Library/Space as the location until this contract is fully signed and (if applicable) Organization has paid the applicable Rental Fee.
Violation of any rules may result in the termination of this Contract with no refund, and denial of future use.
Emergency Cancellation
When fully signed and any fee is paid, this Contract guarantees that the Library will reserve the Space for Organization as set forth in the “Use Details” section, above. However, in the event the Library or a related entity experiences an emergency which, in the sole determination of the Library, requires the cancellation of the use (including but not limited to condition at the facility, weather emergency, risk of disruption to normal library operations, or event requiring Library’s emergency use of the space), Library shall notify Organization as soon as possible, and work with Organization to refund the fee or determine a new date, whichever is preferable.
 
Indemnification
To the greatest extent allowed by law, Organization hereby agrees to indemnify and defend and hold harmless the Library, its Board of Trustees, officers, employees, agents, and volunteers, from any and all causes of action, complaints, violations, and penalties, and shall pay the cost of defending same, as well as any related fines, penalties, and fees, including reasonable attorneys’ fees, related to Organization’s use of the Space, including conduct by any third party or contractor present at the Space as part of the Event/s.
 
Insurance
Organization shall provide insurance meeting the following requirements:
 
	For all organizations
	Commercial General Liability (CGL) with limits of insurance of not less than $100,000 each occurrence and $200,000 Annual Aggregate.

	For an organization transporting equipment or employees to the event at the Library in a vehicle
	Business Auto Liability with limits of at least $1,000,000 each accident.

	For an organization that will have its employees working at the event
	Employers Liability Insurance limits of at least
$500,000 each accident for bodily injury by accident and $500,000 each employee for injury by disease.

	For an organization that will have its volunteers working at the event
	Coverage that specifically covers injury to and by volunteers; $100,000 each occurrence and $200,000 Annual Aggregate.

	For a professional organization offering professional services at the event
	Professional Liability with limits of insurance of not less than $100,000 each occurrence and $200,000 Annual Aggregate.


 
Insurance Exemption
Organizations without insurance, who are using the space for simply gathering and conducting a meeting, may ask to be exempted from the insurance requirement. Organizations that will use the space for physical activities such as dancing, using tools, yoga, performance, or other activities in excess of reading and talking must provide the required insurance, with no exceptions.
 
Person signing for Organization
The person signing on the line below on behalf of the Organization is at least 18 years of age and has the power to sign for the Organization.
 
Venue for Dispute
This contract and any related action shall be governed according to the laws of the State of New York, and Venue for any dispute shall be [NAME] County, New York.
 
Accepted on behalf of the Library:    On: 	
                   Print name: ____________________________

Accepted on behalf of the Organization: _______________________ On:        	
                       Print name: _______________________

DOCUMENT  8: 
TEMPLATE CODE OF CONDUCT, INCLUDING PROCEDURES FOR DUE PROCESS WHEN RESTRICTING OR ENDING LIBRARY ACCESS

Policy

The mission of the NAME Library (the “Library”) is INSERT.

To achieve the mission, the Library must promote an environment within the Library that promotes access to and use of library services.  This requires the Library to develop and enforce standards of behavior (“Rules”).

To ensure such enforcement can be accomplished consistently and fairly, the Library shall use the below procedure.

Rules

All visitors and users of the Library are subject to these Rules:

1.  The premises, programs, and services offered by the Library are equally and freely accessible to all residents of [INSERT], and may be extended to others with certain additional conditions.  You may not restrict another person’s access to the Library and its services.

2.  At all times, people in the Library and on Library property should not jeopardize the confidentiality of Library records, the physical safety of other people, or the integrity of any property.  

This includes but is not limited to: [INSERT EXAMPLES such as: unauthorized access to patron information, running, climbing, throwing things, stealing, or otherwise placing people and property at risk of harm.]

3.  Any conduct that threatens, harms, or targets library employees, volunteers, users or visitors in a manner forbidden by law is grounds for suspension and/or removal of access to library property and/or library privileges.

This includes but is not limited to: [INSERT EXAMPLES such as: harassment, threats, abuse, stalking, misusing notary services.]


4.  To ensure a professional and accessible environment, noise, lights, smells, and other stimuli of any kind should not disrupt the use of the Library by others.  If you need a place to have a loud conversation, please ask a Library employee for guidance.

5.  In addition to these Rules, Library users and visitors must follow the posted rules, the stated condition of access or participation in a particular program or service, and the directives of library employees.

This includes but is not limited to: [INSERT EXAMPLES such as: abiding by the Internet Use policy, following the rules of the Maker Space, and abiding by the request of a Library employee to follow Library rules, etc.]

Enforcement

1.  Whenever possible, a Library employee will alert a person when their behavior is contrary to the Rules and will provide the person with a chance to alter their behavior.  Whenever possible, issues will be resolved in an informal and friendly way.

2.  When behavior poses an immediate threat to safety, property, or to the Library access of others, a person may be directed to leave the Library immediately by the worker in charge; failure to leave when so directed may lead to charges of trespass.

3.  When a person has been required to leave the Library or faces loss of Library access or privileges due to a violation of the Rules, they will be given written notice within three days of the incident of any decision to impose loss of access or privileges.  The notice will state:

NAME
ADDRESS

RE:  Notice of [Loss of Library Privileges]

Dear NAME:

On DATE, you INSERT CONDUCT, which is barred by the Rules of the Library.

As a result, the Library [asked you to leave] and INSERT CONSEQUENCE.

This decision may be appealed by submitting a written appeal to the Library’s Board of Trustees at ADDRESS by DATE. 

 The next board meeting is DATE, and a notice will be sent within ten days of the board’s decision.

Thank you,

NAME
Director

4.  When a person appeals the Director’s decision, they will be given written notice of the Board’s decision within ten days of the board meeting at which the appeal was considered. The notice will state:

NAME
ADDRESS

RE:  Your appeal of DATE

Dear NAME:

On DATE, you submitted an appeal of the Library’s decision of DATE, which [INSERT CONSEQUENCE].

At the [INSERT DATE] board meeting, the Board has reviewed your appeal and has decided [INSERT DECISION].

Thank you,

NAME
President, Board of Trustees

5.  The Board’s decision is final.







DOCUMENT 9: 
TEMPLATE POLICY ON CONFIDENTIALIALITY OF LIBRARY RECORDS

The NAME Library recognizes the responsibility to protect the privacy of library users and supports the legislative intent to safeguard library patrons’ right to access information freely and without fear of revealing their own identifiable information.
The confidentiality of library records is protected by New York State Civil Practice Law and Rules Section 4509, titled “Library records,” which states:  
“Library records which contain names or other personally identifying details regarding the users of public, free association, school, college or university libraries and library systems of this state, including but not limited to records related to the circulation of library materials, computer database searches, interlibrary loan transactions, reference queries, requests for photocopies of library materials, title reserve requests, or the use of audio–visual materials, films or records, shall be confidential and shall not be disclosed, except that such records may be disclosed to the extent necessary for the proper operation of such library and shall be disclosed upon request or consent of the user pursuant to subpoena, court order or where otherwise required by statute.”
NAME Library also ascribes to the American Library Association’s Code of Ethics, which states that Librarians “protect each library user’s right to privacy and confidentiality with respect to information sought or received and resources consulted, borrowed, acquired or transmitted.” ALA Code of Ethics

Procedures for evaluating requests for library records:
In the event that staff receives a request that involves a patron’s confidential information, the following steps will be followed:
1.  The Library staff member receiving the request to examine or obtain information relating to a patron’s confidential Library records will immediately refer the person making the request to the Library Director, or a designee, who will explain the confidentiality policy.
2.  Under no circumstances will staff disclose any confidential information regarding or including, but not necessarily limited to:
     •   Patron’s name, address, telephone number;
     •   Library card holding status;
     •   General information regarding a patron’s Library use habits, including but not restricted to, number of visits, time of visits and number or type of questions asked;
     •   Any information and records described in the State statute above.
3. The Library Director, or a designee, will review all requests for library records as soon as possible.  If necessary, the Library Director, or a designee will consult with legal counsel to determine if such request is proper and in full compliance with proper legal authority. Requests for information without written consent from the named patron will be denied without the required subpoena, court order or requirement by statute.
4.  If the Library is served with a subpoena or court order, the Library staff member will immediately deliver the subpoena or court order to the Library Director. The Library Director, or a designee will consult with legal counsel to determine if the subpoena or court order is proper and in full compliance with legal authority. Absent written consent by the named patron, the issuance of a subpoena or court order will be the only basis upon which confidential information will be released, unless otherwise required by statute.
5. The Library Director, or the Board as a whole, are the sole authority to determine if library records may be disclosed to the extent necessary for the proper operation of the Library.

Approved by the NAME Library
Board of Trustees ________________ 



 
 


DOCUMENT 10: 
RESOLUTION CONFIRMING THE LIBRARY HAS ALL INTERNAL AND EXTERNAL POLICIES AS REQUIRED BY 8 NYCRR 90.2(4)
 
WHEREAS the New York State Education Department has amended the "minimum requirements" for public and association libraries to include certain internal and external policies; and
 
WHEREAS the Library has reviewed its internal and external policies to verify compliance with this requirement;
 
BE IT RESOLVED that the Board confirms it has:
 
(i) external policies related to:
        	(a) the selection of library materials and reconsideration of such selection;
        	(b) public usage of library space and meeting rooms;
        	(c) code of conduct; and
        	(d) confidentiality of library records; and
(ii) internal library policies related to:
        	(a) personnel policies that ensure consistent staff management and fair    	employment practices;
        	(b) disaster preparedness; and
        	(c) financial control policies that fulfill the legal and fiduciary responsibilities of the        	governing body and promote fiscal oversight, accountability, and sustainable        	management.

AND BE IT FURTHER RESOLVED that the Board thanks NAMES in preparing the assessment to enable this assurance.

WARNING! These materials were developed to be reviewed during the 10/15/2026 "We're Ready" Presentation offered by the Law Office of Stephanie Adams. Different libraries will have different needs for policy updates, based on civil service, union, library type, library policy and even local law. Do not use templates without considering the unique nature and obligations of your library.  
Ideally, always have template materials reviewed and customized before use.
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