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TUCKER FREE LIBRARY REPORT TO BOARD OF SELECTMEN & BUDGET ADVISORY COMMITTEE, 2024
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Hire the director
Adopt policies to govern the library's operation and advocate for adequate financial support
of the library
Have the power to expend all funds provided to the library, and to determine how they will
be spent. (RSA 202-A:11-a)
THE TRUSTEES REVIEW INCOME AND EXPENDITURES AT EVERY SCHEDULED MEETING.

Only trustees approve and submit the proposed and final library budget
Only trustees make the decision of line allocations in the budget, including salaries
and benefits, technology, and collection development
Only trustees can move money from one line to another

Trustees approve an investment policy for trust funds, bequests, and large donations made to
the library.  (RSA 31:25)

Overdue fines and payments for lost or damaged material
Trust funds or interest income
Grants, gifts, donations and bequests
Bond issues
Fees from non-resident cards
Money received from income-generating equipment such as printers or fax machines

(2023 Board of Trustees- L-R, Joe Petrick, Deb Kreutzer, Anne Crotti, Fran Tain, John Capuco)
 
The Tucker Free Library is governed by a five-member Board of Trustees. These members are elected for a
staggered three year term by a vote at Town Meeting. 

New Hampshire public libraries ARE NOT town departments, and are therefore not subject to jurisdiction
and review by the town manager and/or select board. (Town of Littleton v. Kathryn Taylor, April 1994)  This
court judgement affirms that the Board of Library Trustees is "the governing body of the library."  Further,
the Justice Department, Office of the Attorney General, attests that annual library appropriations SHALL
NOT be lowered because trust income is available. Library trustees are required to follow donor intent in
expending trust fund income (RSA 202-A:22 and 23, RSA 31:21, RSA 41:6). The library trustees are vested
with the entire custody and management of the library as defined by New Hampshire RSA 202-A Public
Libraries and as such, the trustees:

As trustees develop the annual library budget the following income is included:

All monies received as listed above must be held in a non-lapsing fund (RSA 202-A:11-a) and shall be in
addition to the appropriation (RSA 202-A:11, III)

THE BOARD
AND ITS
AUTHORITY
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THE BOARD CREATES THE BUDGET

REVENUE...

Page 4



TRUST FUND INCOME
There are TWO primary sources of Trust Fund Income that are included in the
REVENUE PROJECTIONS in our annual budget.  The COGSWELL FUND is
administered by TDBank and the money is used for library operations. The
quarterly checks total approximately $18,000 - $20,000.

The TOWN TRUST FUNDS include a cluster of funds created over time that the
Tucker Free Library receives revenue from.  The Trustees of the Town Trust Funds
administer these funds and send an annual check of approximately $10,000 -
$14,000. These funds all have INTENT MECHANISMS which prescribe how the
money can be spent. 

PLEASE NOTE: THE WILLIS COGSWELL FUND IS LESS THAN HALF THE AMOUNT
HELD BY THE TRUSTEES OF THE TOWN TRUST FUNDS FOR TUCKER FREE
LIBRARY

Year Established
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The library does not collects fines  
The library does collect payments for lost and/or damaged materials, as
well as:

Fees from non-resident cards ($50 annually)
Income from equipment such as the copy or fax machine
Contributions for overdue materials (guilt boxes at the circulation desks)
Donations in memory/honor of and general purpose donations.

Donations received for established TRUST FUNDS are transferred to the Town
Trust Fund account for each established fund. This money is not included in
the annual operational revenue projections.

OPERATIONAL
REVENUE
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FUNDING SPECIAL
PROJECTS

NATIONAL - TFLKidsSpace: A Playground for the Mind!
NATIONAL - Attendance at ALA Conference in New Orleans to participate in
the Libraries Transform Communities Training Sessions
REGIONAL - Participant in New England Library Leadership Conference
STATEWIDE - Preservation and Restoration of architectural elements
through the Moose Plate Grant Program

Stained Glass Transoms (Multiple years)
Iron Lamps on Front Porch
Windows above entrance
Masonry and Granite improvements (2022, 2023 + )

STATEWIDE - New Hampshire Preservation Alliance Condition Assessment
Study
STATEWIDE - Humanities to Go Program Scholarships for Sundays at the
Library Presentations

TUCKER FREE LIBRARY STAFF HAVE A PROVEN TRACK RECORD WHEN
APPLYING FOR AND RECEIVING GRANTS TO FUND SPECIAL PROJECTS
Building improvements, programming, conference attendance, and feasibility
studies are among the few types of grants that the library staff have received
on behalf of the library.  These include grants from state and national funding
sources!
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THE TRUSTEES HAVE SOLE AUTHORITY OVER THE
BUDGET. They create it, they present it, and they
defend it.

The director is authorized to make purchases on
behalf of the Tucker Free Library.  When a bill is
received, the director reviews and assigns the
budget category that the funds should be deducted
from.  A hired bookkeeper prepares the payment
and records the transaction in our accounting
software.

Every month, the director and bookkeeper prepare a
list of transactions that have occurred.  This list,
along with a year-to-date summary of revenue and
expenditures, is reviewed at a regularly scheduled
board meeting.  All this information is included in
the Board Package on the library website.  The
library submits all records of financial transactions to
the Town of Henniker Finance Director.  That
information is then included in the annual audit of
Town Finances.

A summary of the expenditures and revenue is
prepared for the Town Report which is public record.  
NO OTHER DEPARTMENT PRESENTS SUCH A
THOROUGH ACCOUNTING OF THEIR ANNUAL FISCAL
ACTIVITY in the Town Report.

WHO PAYS THE BILLS AND HOW?
EXPENDITURES
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THE FUTURE

Attend Town Meeting - We need you to vote for our annual budget and for
capital improvements.
Planned Giving – Be a supporting benefactor, include Tucker Free Library in your
estate planning.
Annual Donations – Small or large, every donation makes a difference.
Gifts – Don't know what to buy for the library lover in your life?  Make a donation
in their name.

For 119 years, the doors of this beautiful building have been open to all. If we fail to
address the needs of the physical structure, the doors may not be open to all in the
future. Improvements must be made to keep our building compliant with local,
state, and federal regulations.  

There are many challenges ahead. How can you help? 

Reach out to any trustee or email the director at tuckerfree@comcast.net.  We will
help you decide what options work best for you!  

Stewards have cared for it, librarians have tended it, and residents have supported
it. It took a village to build this library and it will take one to guarantee that the
Tucker Free remains a viable community resource for the next hundred years. As our
125th founding anniversary approaches, let us all renew our pledge of support for
the Tucker Free Library.  
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COMPARATIVE DATA
METRICS
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NH STATE LIBRARY STATISTICS FOR 2022

POPULATION  ANNUAL 
APPROPRIATION  TOTAL BUDGET  SALARY  BENEFITS  TOTAL 

PERSONNEL 
HRS 
OPEN FTE DIRECTOR

/WK
 HOURLY 
SALARY 

YRS IN 
POSITION

 PER CAPITA 
APRROPRIATION 
FOR LIBRARIES 

BRADFORD 1696 ($ 82,560.00)         ($ 90,150.00)      ($ 41,390.00) ($ - ) ($ 41,390.00)  896 1.4 25 ($ 20.00)  4 ($ 48.68)
GREENFIELD 1738 ($ 141,034.00)        ($ 143,242.00)    ($ 81,079.00) ($ 18,288.00) ($ 109,367.00) 1560 2.9 40 ($ 21.43)  2 ($ 81.15)
SUTTON 2006 ($ 99,849.00)         ($ 94,132.00)      ($ 64,512.00) ($ - ) ($ 64,512.00)  1144 1.5 30 ($ 23.00)  5 ($ 49.78)
NEWBURY 2208 ($ 254,516.00)        ($ 253,304.00)    ($ 139,533.00) ($ 63,501.00) ($ 203,034.00) 2132 2.9 37 ($ 30.75)  9 ($ 115.27)
ANTRIM 2668 ($ 198,307.00)        ($ 202,388.00)    ($ 122,841.00) ($ 25,376.00) ($ 148,217.00) 1664 2.8 40 ($ 28.00)  5 ($ 74.33)
WARNER 2972 ($ 217,425.00)        ($ 240,315.00)    ($ 130,572.00) ($ 27,793.00) ($ 158,365.00) 1716 2.7 40 ($ 28.69)  37 ($ 73.16)
SUNAPEE 3378 ($ 409,103.00)        ($ 422,696.00)    ($ 210,092.00) ($ 72,405.00) ($ 282,497.00) 2860 5.6 40 ($ - ) 0 ($ 121.11)
WILTON 3933 ($ 328,572.00)        ($ 386,017.00)    ($ 187,272.00) ($ 56,806.00) ($ 245,078.00) 1872 4.2 0 ($ 38.38)  0 ($ 83.54)
NEW LONDON 4389 ($ 573,240.00)        ($ 592,098.00)    ($ 336,324.00) ($ 82,046.00) ($ 418,370.00) 2184 7.3 40 ($ 39.59)  2 ($ 130.61)
HENNIKER 4536 ($ 236,621.00)        ($ 264,675.00)    ($ 183,448.00) ($ 27,231.00) ($ 158,365.00) 1872 3.4 40 ($ 38.66)  17 ($ 52.17)
JAFFREY 5395 ($ 340,000.00)        ($ 410,353.00)    ($ 238,861.00) ($ 43,779.00) ($ 282,640.00) 2262 5.1 0 ($ - ) 0 ($ 63.02)
HOPKINTON 5986 ($ 340,716.00)        ($ 340,716.00)    ($ 199,429.00) ($ 32,128.00) ($ 231,557.00) 1969 4.1 40 ($ 33.35)  14 ($ 56.92)
HILLSBORO 6001 ($ 201,002.00)        ($ 203,008.00)    ($ 123,584.00) ($ 55,372.00) ($ 178,956.00) 1296 2.9 28 ($ 24.02)  5 ($ 33.49)
NEWPORT 6364 ($ 359,036.00)        ($ 428,237.00)    ($ 252,145.00) ($ 37,000.00) ($ 289,145.00) 2303 5.7 40 ($ 31.88)  2 ($ 56.42)
RINDGE 6421 ($ 210,978.00)        ($ 233,862.00)    ($ 135,192.00) ($ 49,966.00) ($ 185,158.00) 1898 3.2 40 ($ 28.77)  6 ($ 32.86)
PETERBORO 6508 ($ 586,055.00)        ($ 642,270.00)    ($ 414,459.00) ($ 155,263.00) ($ 569,722.00) 2496 6.8 40 ($ - ) 9 ($ 90.05)
BOW 8319 ($ 550,362.00)        ($ 519,770.00)    ($ 304,857.00) ($ 119,552.00) ($ 424,409.00) 2808 7.2 40 ($ 40.74)  4 ($ 66.16)
WEARE 9223 ($ 238,554.00)        ($ 245,231.00)    ($ 170,124.00) ($ 27,835.00) ($ 197,959.00) 2340 4.4 0 ($ - ) 0 ($ 25.87)
HANOVER/HOWE 10293 ($ 1,505,139.00)     ($ 1,554,563.00) ($ 1,075,964.00)($ 200,768.00) ($ 1,276,732.00) 2814 14.26 35 ($ 70.28)  6 ($ 146.23)
GOFFSTOWN 18649 ($ 819,251.00)        ($ 866,200.00)    ($ 473,568.00) ($ 295,396.00) ($ 678,964.00) 2572 8.3 40 ($ 44.41)  23 ($ 43.93)

Page 11

https://docs.google.com/spreadsheets/d/1H-aqZw-iesRqeqK6St8AJinkPAvnRyWr/edit?usp=drive_link&ouid=118118340470403020978&rtpof=true&sd=true


PER CAPI TAAPR ROPR IAT ION FOR TOWN LIBRARY, 2022 

150 

100 

50 

0--------------------------------------------

- PER CAPITA APRROPRIATION FOR LIBRARIES

Page 12



 $-

 $100,000.00

 $200,000.00

 $300,000.00

 $400,000.00

 $500,000.00

 $600,000.00

 $700,000.00

 $800,000.00

 $900,000.00

BU
DG

ET
 A

M
O

U
N

TS

COMMUNITIES LISTED BY POPULATION

COMPARING ANNUAL APPROPRIATION to TOTAL PERSONNEL BUDGET, 2022

ANNUAL APPROPRIATION TOTAL PERSONNEL

Page 13



 $-

 $100,000.00

 $200,000.00

 $300,000.00

 $400,000.00

 $500,000.00

 $600,000.00

 $700,000.00

 $800,000.00

 $900,000.00

BU
DG

ET
 R

AI
SE

D 
BY

 A
PP

RO
PR

IA
TI

O
N

S

COMMUNITIES LISTED BY POPULATION

ANNUAL APPROPRIATION, 2022

Page 14



1.
4 2.

9

1.
5 2.

9

2.
8

2.
7

5.
6

4.
2

7.
3

3.
4 5.

1

4.
1

2.
9

5.
7

3.
2

6.
8 7.
2

4.
4

14
.2

6

8.
3

0

10

20

30

40

50

60

HO
U

RS
 O

PE
N

 W
EE

KL
Y

2022 HOURS OPEN WEEKLY & FTE (FIGURE IN GREY WITH NUMBER)

HRS FTE

Page 15



4
2

5

9

5

37

0
2

17
14

5
2

6
4

6

23

 $-

 $10.00

 $20.00

 $30.00

 $40.00

 $50.00

 $60.00

 $70.00

 $80.00

Ho
ur

ly
 S

al
ar

y
2022 Comparison of Director's Hourly Rate and Years in Position (in blue below).

(Sunapee, Jaffrey, Peterboro, Weare did not provide data so those libraries were not included in this graphic)

HOURLY SALARY YRS IN POSITION

Page 16



METRICS JANUARY FEBRUARY MARCH APRIL MAY JUNE JULY AUGUST SEPTEMBER OCTOBER NOVEMBER DECEMBER 2023 Y-T-D TOTAL 2022 TOTAL
# PROGRAMS 23 21 16 14 19 28 11 9 23 32 196 60

# ATTENDING PROGRAMS 177 191 109 107 100 469 141 55 139 171 1659 532

# NEW PATRONS 11 23 15 12 6 38 18 26 13 7 169 166

CIRCULATION - PHYSICAL 2102 1808 2004 1892 2132 2296 2279 2483 2074 2107 21177 22675

CIRCULATION - eCONTENT 736 746 775 836 935 808 915 904 865 938 8458 8215

% PHYSICAL TO eCONTENT 74.07% 70.79% 72.11% 69.35% 69.51% 73.97% 71.35% 73.31% 70.57% 69.20% #DIV/0! #DIV/0! 71.46% 73.41%

DOOR COUNT 1226 1134 1195 1102 1017 1423 1221 1240 1301 1194 12053 11126

0

Tucker Free Library, Metrics of Service 2022-2023
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TUCKER FREE LIBRARY
BUDGET CATEGORY DESCRIPTIONS
2024 BUDGET DRIVERS/NARRATIVE
2024 PROPOSED BUDGET
BUDGETS 2023-2018
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TUCKER FREE LIBRARY Budget Category Descriptions

11/22/20232:45:29 PM CATEGORY DESCRIPTIONS

ACCOUNT NUMBER ACCOUNT TITLE ACCOUNT DESCRIPTION

PERSONNEL EXPENSES
Expenses Managed By Town

4550-110 Library - Wages As identified in library policy
4550-211 Library - Benefit Insurance As procured by town with 92/8 split with insured employee
4550-220 Library - FICA Social security remains at 6.2% and medicare at 1.45%
4550-230 Library - Retirement 14.66% thru 6/30/23 and then 13.53% for remainder of the year
4550-523 Library - Workers Comp/Unemp Ins
6-1010 Library -Utilities: Heating Oil (negotiated contract) 2023-24 Heating Season, contract negotiated with Ayer & Goss, 1800 gallons @ $3.419

Expenses Managed By Library
Additional Personnel 

6-2020 Library Membership, Mileage We routinely pay $150/YR for Trustees to belong to NHLTA.  

6-2030 Library Staff Development
New hirers are required to complete criminal background check form.  This figure does not provide for any 
continuing education opportunities for staff.

PATRON SERVICES EXPENSES 
6-3000 Library Acquisitions - Books Books purchased for collection
6-3010 Library Acquisitions - Audio Books Audio books purchased for collection

6-3020 Library Acquisitions - Periodicals
The number of  magazines decreased in 2023, it further decreased to 7 for 2024. This line covers Concord 
Monitor and magazines.

6-3030 Library Acquisitions - Video Appropriation DVDs purchased for collection
6-6000 Library Contract Services - Technology

Library Circulation System Annual fee for Circulation/Catalog Software
Annual Payment to NH Downloadable Annual fee for patrons to access downloadable content 

Annual Website Fees Misc. licensing and enhancements
Annual Newsletter Fees Monthly fee for newsletter as subscribers now exceeds limit of free account

Patron computer licensing Fees Fees to cover software to protect computer infrastructure and manage use
6-6010 Library Programs - Speakers & Supplies Supplies to support library programs for patrons funded primarily through Friends

FACILITY MANAGEMENT EXPENSES
6-4000 Library General Maintenance - Janitorial Cleaning the library

6-4010 Library General Maintenance - Repairs
Incidental expenses such as annual HVAC service, electrician, plumber, unanticipated facility equipment 
failure

6-4020 Library Contracted Services  - Building Safety & Utilities
Fire System/Safety Monitoring Service provided by Monadnock Security/Central Dispatch

Annual Lift Inspections 
Required by NH State Dept of Labor.  Only vendor able to inspect.   Different load tests are mandated in 
offsetting years

Annual Fire Extinguisher Inspection Required by State.  Some years the extinguishers need to be replaced or recharged

Annual Fire/Safety System Inspection Smoke and fire detector system inspected annually as required
Annual Lift/Boiler  Certificates of Operation NH Dept of Labor requires the reporting of inspection results and the posting of certificates of operation

 Heating Part of town bulk buying to benefit from volume discounts 1800 gal @$3.419/gal

Electric

Our supplier is ENGIE Resources, Inc.  The rate has been .0684.  The contract is set thru 10/23.  New 
contract will be negotiated and adviced by Finance Director to increase 11/23 & 12/23 to 22 cents per 
kwh. We average 1,269 KWH used/month with the highest months being July and August. The lowest 
months being May and June.

Water Town rate/minimum use
Sewer Town rate
Phone We are required to have two phone lines, one for business and the other for fire security system

Internet Renegotiated rate for high speed internet required to allow staff and patrons to use the same line
USPS Box Rental Annual fee for small box rental

6-4030 Library Building Maintenance - Supplies
Misc. supplies required to operate facility. Paper, printer cartridges, labels, etc. Offset by business service 
fees

TECHNOLOGY MANAGEMENT EXPENSES
6-5010 Library Technical Maintenance Consultant to assist with technical issues that staff cannot solve
6-5020 Library Technical Equipment/Software Hardware & software for staff computers, printers, licensing for software

Page 19



TUCKER FREE LIBRARY APPROVED BUDGET - 2023
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PERSONNEL EXPENSES WITH CALCULATED COLA 0-10%

COLA  2023 BASE 0 COLA 0.5% COLA 1.0% COLA 1.5% COLA 2.0% COLA 2.5% COLA  3.0% COLA 3.5% COLA 4.0% COLA 4.5% COLA 5.0% COLA 5.5% COLA 6.0% COLA 6.5% COLA 7.0% COLA 7.5% COLA 8.0% COLA 8.5% COLA 9.0% COLA 9.5% COLA 10.0% COLA

($ 179,700.00) 2024 CALCULATED COLA ($ -  )                  ($ 898.50)      ($ 1,797.00)   ($ 2,695.50)   ($ 3,594.00)   ($ 4,492.50)   ($ 5,391.00)   ($ 6,289.50)   ($ 7,188.00)   ($ 8,086.50)   ($ 8,985.00)   ($ 9,883.50)   ($ 10,782.00)  ($ 11,680.50)  ($ 12,579.00)  ($ 13,477.50)  ($ 14,376.00)  ($ 15,274.50)  ($ 16,173.00)  ($ 17,071.50)  ($ 17,970.00)  
2024 CALCULATED WAGES ($ 179,700.00)    ($ 180,598.50) ($ 181,497.00) ($ 182,395.50) ($ 183,294.00) ($ 184,192.50) ($ 185,091.00) ($ 185,989.50) ($ 186,888.00) ($ 187,786.50) ($ 188,685.00) ($ 189,583.50) ($ 190,482.00) ($ 191,380.50) ($ 192,279.00) ($ 193,177.50) ($ 194,076.00) ($ 194,974.50) ($ 195,873.00) ($ 196,771.50) ($ 197,670.00)

($ 5,956.00)      Merit YTBD 3.5% TOTAL WAGE POOL ($ 185,989.50)    ($ 186,919.45) ($ 187,849.40) ($ 188,779.34) ($ 189,709.29) ($ 190,639.24) ($ 191,569.19) ($ 192,499.13) ($ 193,429.08) ($ 194,359.03) ($ 195,288.98) ($ 196,218.92) ($ 197,148.87) ($ 198,078.82) ($ 199,008.77) ($ 199,938.71) ($ 200,868.66) ($ 201,798.61) ($ 202,728.56) ($ 203,658.50) ($ 204,588.45)
($ 1,375.00)      LONGEVITY ($ 1,375.00)         ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   ($ 1,375.00)   
($ 12,389.00)    FICA ($ 14,333.38)       ($ 14,404.53) ($ 14,475.67) ($ 14,546.81)  ($ 14,617.95)  ($ 14,689.09)  ($ 14,760.23)  ($ 14,831.37)  ($ 14,902.51)  ($ 14,973.65)  ($ 15,044.79)  ($ 15,115.94)  ($ 15,187.08)  ($ 15,258.22)  ($ 15,329.36)  ($ 15,400.50)  ($ 15,471.64)  ($ 15,542.78)  ($ 15,613.92)  ($ 15,685.06)  ($ 15,756.20)  
($ 10,535.00)    TOLD TO ANTICIPATE 14% INCREASE IN BENEFITS ($ 23,439.00)       ($ 23,439.00) ($ 23,439.00) ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  ($ 23,439.00)  
($ 11,358.00)    RETIREMENT ($ 11,358.00)       ($ 11,358.00) ($ 11,358.00) ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  ($ 11,358.00)  
($ 1,375.00)      WORKMAN'S COMP/UNEMPLOYMENT ($ 1,376.00)         ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   ($ 1,376.00)   

SUBTOTAL (Current staffing 113 hours 2.825 FTE) ($ 237,870.88)    ($ 238,871.97)($ 239,873.06)($ 240,874.15)($ 241,875.24)($ 242,876.33)($ 243,877.42)($ 244,878.50)($ 245,879.59)($ 246,880.68)($ 247,881.77)($ 248,882.86)($ 249,883.95)($ 250,885.03)($ 251,886.12)($ 252,887.21)($ 253,888.30)($ 254,889.39)($ 255,890.48)($ 256,891.57)($ 257,892.65)
STAFF ADDITION (Bring staffing up to 3.5 FTE 141 hours) ($ 39,312.00)       ($ 39,312.00) ($ 39,312.00) ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  ($ 39,312.00)  

TOTAL ($ 277,182.88)    ($ 278,183.97)($ 279,185.06)($ 280,186.15)($ 281,187.24)($ 282,188.33)($ 283,189.42)($ 284,190.50)($ 285,191.59)($ 286,192.68)($ 287,193.77)($ 288,194.86)($ 289,195.95)($ 290,197.03)($ 291,198.12)($ 292,199.21)($ 293,200.30)($ 294,201.39)($ 295,202.48)($ 296,203.57)($ 297,204.65)

OPERATIONAL EXPENSES  2024 BUDGET 2023 BUDGET CHANGE

Patron Service Expenses

Library Acquisitions - Books ($ 16,000.00)       ($ 16,000.00) ($ - ) $522.00
Library Acquisitions - Material Processing Fee ($ 1,300.00)         ($ 1,000.00)   ($ 300.00)      $318.00

Library Acquisitions - Audio Books ($ -  ) ($ 750.00)      ($ (750.00)    

Library Acquisitions - Periodicals ($ 300.00)            ($ 500.00)      ($ (200.00)    $54.00 $128.00
Library Acquisitions - Video Appropriation ($ 300.00)            ($ 750.00)      ($ (450.00)    

Library Acquisitions - Patron Technology ($ 500.00)            ($ 500.00)      ($ -  )            $74.00

Library Contract Services - Technology/Hardware ($ -  )            

Library Circulation System ($ 2,050.00)         ($ 1,950.00)   ($ 100.00)      $99.99 $469.87
Annual Payment to NH Downloadable ($ 2,689.00)         ($ 2,167.00)   ($ 522.00)      $250.00

Misc. Software Fees - Staff ($ 470.00)            ($ 500.00)      ($ (30.00)       $119.88

Annual Newsletter Fees ($ 318.00)            ($ - ) ($ 318.00)      

Annual Website Fees ($ 300.00)            ($ 300.00)      ($ - )

Misc Patron computer licensing fees & management ($ 128.00)            ($ 128.00)      ($ - ) $19.99 $435.99

Library Programs - Speakers & Supplies ($ - ) ($ - ) ($ - ) $98.00

Facilty Management Expenses

Library General Maintenance - Janitorial ($ 5,500.00)         ($ 5,500.00)   ($ -  )            

Library General Maintenance - Repairs ($ 8,965.00)         ($ 8,965.00)   ($ -  )            

Library Contracted Services - Building Safety & Utilities ($ -  )            -$750.00

Central Dispatch Monitoring ($ 408.00)            ($ 408.00)      ($ -  )            -$450.00

Annual Lifts Inspection ($ 500.00)            ($ 500.00)      ($ -  )            -$200.00

Annual Fire Extinguisher Inspection ($ 55.00) ($ 55.00)        ($ -  )            $1,000,894.11

Annual Fire/Safety System Inspection ($ 350.00)            ($ 350.00)      ($ -  )            

PO BOX Rental ($ 76.00) ($ 76.00)        ($ -  )            $54,000.00
Heating ($ 6,154.00)         ($ 6,910.00)   ($ (756.00)    $1,054,894.11

Electric ($ 3,200.00)         ($ 3,200.00)   ($ -  )            

Water ($ 228.00)            ($ 228.00)      ($ -  )            

Sewer ($ 480.00)            ($ 480.00)      ($ -  )            

Phone ($ 1,094.00)         ($ 1,094.00)   ($ - )

Internet ($ 1,416.00)         ($ 1,416.00)   ($ - )

Library Building Maintenance - Supplies ($ 3,500.00)         ($ 3,500.00)   ($ - )

COVID Related Supplies/Expenses ($ - ) ($ - ) ($ - )

 Technology Maintenance Expenses 

Library Technical Maintenance ($ 500.00)            ($ 500.00)      ($ - )

Library Technical Equipment/Software ($ - ) ($ - ) ($ - )

SUBTOTAL ($ 56,781.00)       ($ 57,727.00) ($ (946.00)    

https://drive.google.com/file/d/1eoVtJoCvZaT7t8XCC7wSB7jS_7BwmGdZ/view?usp=sharing
https://drive.google.com/file/d/1eoVtJoCvZaT7t8XCC7wSB7jS_7BwmGdZ/view?usp=sharing
https://drive.google.com/file/d/1CTWiLQg0Uy78GDa_Djyy__2ElcV0Lzvf/view?usp=sharing


GL Number Description 2023 2023 YTD ACTIVITY Encumbrance Available % Bdgt 2024

Original Amended Balance Remain
Budget 

Proposal
Amended 
Proposal Over 2023 TA Comments

Budget Budget 11/29/23 11/29/23
01-4550-4110-000 WAGES (includes longevity) - 177,521 166,666         - 10,855 6% 247,290           227,647                50,126 Wages per 2023 hours + merit + 3.5FTE; no COLA; 
01-4550-4211-000 BENEFIT INSURANCE - 20,536 17,265           - 3,271 16% 23,439              24,754 4,218 Maximum Rate for 2024 (health/dental/life/ltd/std)
01-4550-4220-000 FICA/MEDICARE - 12,389 12,607           - (218) -2% 18,918              17,415 5,026 7.65%
01-4550-4230-000 RETIREMENT - 11,358 9,720              - 1,638 14% 11,358              11,487 129 13.27%
01-4550-4341-000 PHONE - INTERNET 2,510 2,510 
01-4550-4410-000 ELECTRICITY 3,200 3,200 
01-4550-4411-000 HEAT FUEL - 5,000 4,218              - 782 16% 6,154                6,154 1,154 
01-4550-4412-000 WATER & SEWER 708 708 
01-4550-4414-000 ALARM SYSTEMS 408 408 
01-4550-4430-000 BLD REPAIR/MAINT 8,094 8,094 
01-4550-4523-000 WORKERS/UNEMP INS - 1,376 308                 - 1,068 78% 1,376                1,376 - 
01-4550-4956-000 OTHER APPROPRIATION 242,210         14,030 10,000           - 4,030 29% 14,920              - (14,030) 
    Expenditures 242,210         242,210           220,783         - 58,667 0               323,455           303,753                61,543 

303753
Library Estimated 2024 Revenue 

Trust Funds held by Trustees of Town Trust Fund 15,000           
Trust Fund held by TDBank 18,000           
Operational Revenue 2,800             
Friends 4,000             

TOTAL TRUSTEE REVENUE 39,800           

Dept 4550 - Library
Balance As of 11/29/23
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PERSONNEL EXPENSES ($ 223,454.62) ($ 223,454.62) ($ - )        ($ - )   ($ -  )  ($ -  )   ($ -  )     
Expenses Managed By Town

4550-110 Library - Wages (1.16% COLA) ($ 170,189.99)
Merit YTBD 3.5% TOTAL WAGE ($ 5,956.00)   
Library - Wages Longevity ($ 1,375.00)   

4550-211 Library - Benefit Insurance  (92/8PER TOWN POLICY) ($ 20,535.62) 
4550-220 Library - FICA ($ 12,389.37) 
4550-230 Library - Retirement ($ 11,358.00) 
4550-523 Library - Workers Comp/Unemp Ins ($ 1,375.64)   

Additional Personnel 
6-2020 Library Membership, Mileage ($ 150.00)      
6-2030 Library Staff Development ($ 125.00)      

PATRON SERVICES EXPENSES ($ 24,117.00) ($ 20,551.27) ($ 1,565.73) ($ - ) ($ -  )  ($ -  )   ($ 2,000.00)
6-3000 Library Acquisitions - Books ($ 16,000.00) ($ 15,256.72) ($ 743.28)  
6-3002 Library Acquisitions - Material Processing Fee ($ 1,000.00)   
6-3010 Library Acquisitions - Audio Books ($ 750.00)      ($ (72.45)        ($ 822.45)  
6-3020 Library Acquisitions - Periodicals ($ 500.00)      
6-3030 Library Acquisitions - Video Appropriation ($ 750.00)      
6-3035 Library Acquisitions - Patron Technology ($ 500.00)      
6-6000 Library Contract Services - Technology

Library Circulation System ($ 1,950.00)   
Annual Payment to NH Downloadable ($ 2,167.00)   

Library Website, Misc Software ($ 500.00)      

6-6010 Library Programs - Speakers & Supplies ($ -  )            ($ 2,000.00)

FACILITY MANAGEMENT EXPENSES ($ 52,681.60) ($ (1,626.96)  ($ 12,791.31)($ 18,702.60)($ 2,814.65)($ 20,000.00)($ -  )     
6-4000 Library General Maintenance - Janitorial ($ 5,500.00)   
6-4010 Library General Maintenance - Repairs ($ 8,965.00)   
6-4020 Library Contracted Services  - Building Safety & Utilities ($ 14,716.60) 

Central Dispatch Monitoring ($ 408.00)      
Annual Lifts Inspection ($ 500.00)      

Annual Fire Extinguisher Inspection ($ 55.00)         
Annual Fire/Safety System Inspection ($ 350.00)      

 PO BOX Rental ($ 76.00)         
Heating ($ 6,910.00)   
Electric ($ 3,200.00)   
Water ($ 227.60)      
Sewer ($ 480.00)      
Phone ($ 1,094.00)   

Internet ($ 1,416.00)   
6-4030 Library Building Maintenance - Supplies ($ 3,500.00)   ($ 1,464.75)

6-4035 COVID Related Supplies/Expenses ($ -  )            
6-7015 2023 MOOSE PLATE PROJECT ($ 20,000.00) ($ 20,000.00)

TECHNOLOGY MANAGEMENT EXPENSES ($ 500.00)      ($ 500.00)       ($ - )        ($ - ) ($ -  )  ($ -  )   ($ -  )     
6-5010 Library Technical Maintenance ($ 500.00)      

6-5020 Library Technical Equipment ($ - ) ($ - )

TOTAL OPERATION BUDGET ($ 300,753.22) ($242,878.93) ($ 14,357.04)($ 18,702.60)($ 2,814.65)($ 20,000.00)($ 2,000.00)

…
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PERSONNEL EXPENSES ($ 207,113.77)  ($ 207,113.77)($ -  )   ($ - )      ($ - ) ($-  ) ($ -  )

Expenses Managed By Town

4550-110 Library - Wages (1.16% COLA) ($ 165,548.76)  

Library - Wages Longevity ($ 2,500.00)       

4550-211 Library - Benefit Insurance (92/8 PER TOWN POLICY) ($ 13,482.00)     

4550-220 Library - FICA ($ 12,389.37)     

4550-230 Library - Retirement ($ 11,358.00)     

4550-523 Library - Workers Comp/Unemp Ins ($ 1,375.64)       

Additional Personnel 

6-2020 Library Membership, Mileage ($ 150.00)          

6-2030 Library Staff Development ($ 310.00)          

PATRON SERVICES EXPENSES ($ 24,522.00)     ($ 20,806.22) ($ 1,302.12)($ - )      ($ 13.66)  ($ 400.00)($ 2,000.00)

6-3000 Library Acquisitions - Books ($ 16,000.00)     ($ 15,381.96) ($ 618.04) ($ 13.66)  

6-3010 Library Acquisitions - Audio Books ($ 1,500.00)       ($ 815.92)     ($ 684.08)

6-3020 Library Acquisitions - Periodicals ($ 1,000.00)       

6-3030 Library Acquisitions - Video Appropriation ($ 750.00)          

6-3035 Library Acquisitions - Patron Technology ($ 1,000.00)       ($ 480.40)

6-6000 Library Contract Services - Technology

Library Circulation System ($ 1,950.00)       

Annual Payment to NH Downloadable ($ 1,922.00)       

Library Website, Misc Software ($ 400.00)          

6-6010 Library Programs - Speakers & Supplies ($ - ) ($ 400.00)($ 2,000.00)

FACILITY MANAGEMENT EXPENSES ($ 42,441.60)     ($ (1,168.29) ($ 10,159.02)($ 21,124.76)($ 2,376.11)($ 9,950.00)($ -  )

6-4000 Library General Maintenance - Janitorial ($ 9,500.00)       

6-4010 Library General Maintenance - Repairs ($ 3,900.00)       

6-4020 Library Contracted Services  - Building Safety & Utilities ($ 14,716.60)     

Central Dispatch Monitoring ($ 408.00)          

Annual Lifts Inspection ($ 500.00)          

Annual Fire Extinguisher Inspection ($ 55.00)

Annual Fire/Safety System Inspection ($ 350.00)          

 PO BOX Rental ($ 76.00)

Heating ($ 6,910.00)       

Electric ($ 3,200.00)       

Water ($ 227.60)          

Sewer ($ 480.00)          

Phone ($ 1,094.00)       

Internet ($ 1,416.00)       

6-4030 Library Building Maintenance - Supplies ($ 3,375.00)       ($ 2,376.11)

6-4035 COVID Related Supplies/Expenses ($ 1,000.00)       

6-7015 2022 MOOSE PLATE PROJECT ($ 9,950.00)       ($ 9,950.00)

TECHNOLOGY MANAGEMENT EXPENSES ($ 2,500.00)       ($ 2,500.00)  ($ -  )   ($ - )      ($ - ) ($-  ) ($ -  )

6-5010 Library Technical Maintenance ($ 500.00)          

6-5020 Library Technical Equipment ($ 2,000.00)       ($ 2,000.00)  

TOTAL OPERATION BUDGET ($ 276,577.37)  ($ 229,251.70)($ 11,461.14)($ 21,124.76)($ 2,389.77)($ 10,350.00)($ 2,000.00)
($ 276,577.37)  

…
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PERSONNEL EXPENSES ($190,461.56) ($ 190,461.56) ($ - ) ($ -  )     ($ - ) ($ - ) ($ - )

Expenses Managed By Town

4550-110 Library - Wages (1.16% COLA) ($153,756.00)

Library - Wages Longevity ($ - )

4550-211 Library - Benefit Insurance (92/8 PER TOWN POLICY) ($ 14,302.40) 

4550-220 Library - FICA ($ 11,944.02) 

4550-230 Library - Retirement ($ 9,333.14)   

4550-523 Library - Workers Comp/Unemp Ins ($ 876.00)       

Additional Personnel 

6-2020 Library Membership, Mileage ($ 150.00)       

6-2030 Library Staff Development ($ 100.00)       

PATRON SERVICES EXPENSES ($ 25,256.00) ($ 21,842.73)  ($ 1,202.91)    ($ -  )     ($ 125.77) ($ 400.00) ($ 1,684.59)

6-3000 Library Acquisitions - Books ($ 16,000.00) ($ 15,381.96)  ($ 568.68)        ($ 125.77)

6-3010 Library Acquisitions - Audio Books ($ 1,500.00)   ($ 815.92)        ($ 634.23)        

6-3020 Library Acquisitions - Periodicals ($ 1,000.00)   

6-3030 Library Acquisitions - Video Appropriation ($ 750.00)       

6-3035 Library Acquisitions - Patron Technology

6-6000 Library Contract Services - Technology

Library Circulation System ($ 1,950.00)   

Annual Payment to NH Downloadable ($ 1,956.00)   

Library Website, Misc Software ($ 100.00)       

6-6010 Library Programs - Speakers & Supplies ($ 2,000.00)   ($ 400.00) ($ 1,684.59)

FACILITY MANAGEMENT EXPENSES ($ 28,775.00) ($ (4,353.23)   ($ 9,418.71)    ($ 20,552.92)($ 1,613.60)($ 1,543.00)($ - )      

6-4000 Library General Maintenance - Janitorial ($ 9,500.00)   

6-4010 Library General Maintenance - Repairs ($ 3,900.00)   

6-4020 Library Contracted Services  - Building Safety & Utilities ($ 11,000.00) 

Central Dispatch Monitoring

Annual Lifts Inspection

Annual Fire Extinguisher Inspection

Annual Fire/Safety System Inspection

 PO BOX Rental

Heating

Electric

Water

Sewer 

Phone

Internet

6-4030 Library Building Maintenance - Supplies ($ 3,375.00)   ($ 1,613.60)

6-4035 COVID Related Supplies/Expenses ($ 1,000.00)   

6-7015 2021 NHPA CONDITION ASSESSMENT GRANT ($ 1,543.00)   ($ 1,543.00)

TECHNOLOGY MANAGEMENT EXPENSES ($ 2,500.00)   ($ 2,059.14)    ($ 440.86)        ($ -  )     ($ - ) ($ - ) ($ - )

6-5010 Library Technical Maintenance ($ 500.00)       

6-5020 Library Technical Equipment ($ 2,000.00)   ($ 440.86)        

TOTAL OPERATION BUDGET ($ 246,992.56) ($ 210,010.20) ($ 11,062.48) ($ 20,552.92)($ 1,739.37)($ 1,943.00)($ 1,684.59)
($246,992.56)

…
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PERSONNEL EXPENSES ($ 194,554.80)  ($ 194,554.80)   ($ - )        ($ - ) ($ - ) ($ - )         ($ - )      
Expenses Managed By Town

4550-110 Library - Wages (1.16% COLA) ($ 158,209.00)  

Library - Wages Longevity ($ - )
4550-211 Library - Benefit Insurance (92/8 PER TOWN POLICY) ($ 13,336.80)    
4550-220 Library - FICA ($ 12,446.00)    
4550-230 Library - Retirement ($ 8,387.00)      
4550-523 Library - Workers Comp/Unemp Ins ($ 876.00)         

Additional Personnel 
6-2020 Library Membership, Mileage ($ 800.00)         
6-2030 Library Staff Development ($ 500.00)         

PATRON SERVICES EXPENSES ($ 27,090.00)    ($ 24,800.14)     ($ 1,432.86)($ - ) ($ 457.00)      ($ 400.00)   ($ - )      
6-3000 Library Acquisitions - Books ($ 17,250.00)    ($ 15,381.96)     ($ 667.28) ($ 233.00)      
6-3010 Library Acquisitions - Audio Books ($ 1,750.00)      ($ 815.92)          ($ 765.58) 
6-3020 Library Acquisitions - Periodicals ($ 1,400.00)      
6-3030 Library Acquisitions - Video Appropriation ($ 750.00)         ($ 224.00)      
6-3035 Library Acquisitions - Patron Technology
6-6000 Library Contract Services - Technology

Library Circulation System ($ 1,950.00)      
Annual Payment to NH Downloadable ($ 1,890.00)      

Library Website, Misc Software ($ 100.00)         
6-6010 Library Programs - Speakers & Supplies ($ 2,000.00)      ($ 400.00)   

FACILITY MANAGEMENT EXPENSES ($ 33,770.00)    ($ (2,699.23)      ($ 11,369.23)($ 18,240.40) ($ 1,748.76)   ($ 4,870.00) ($ 240.84)
6-4000 Library General Maintenance - Janitorial ($ 9,500.00)      
6-4010 Library General Maintenance - Repairs ($ 3,900.00)      
6-4020 Library Contracted Services  - Building Safety & Utilities ($ 11,000.00)    

Central Dispatch Monitoring
Annual Lifts Inspection

Annual Fire Extinguisher Inspection
Annual Fire/Safety System Inspection

 PO BOX Rental
Heating
Electric
Water
Sewer 
Phone

Internet
6-4030 Library Building Maintenance - Supplies ($ 4,500.00)      ($ 1,748.75)   

6-4035 COVID Related Supplies/Expenses ($ - )
6-7015 2020 MOOSE PLATE PROJECT ($ 4,870.00)      ($ 4,870.00) ($ 240.84)

TECHNOLOGY MANAGEMENT EXPENSES ($ 2,500.00)      ($ 1,992.91)       ($ 507.09) ($ - ) ($ - ) ($ - ) ($ - )
6-5010 Library Technical Maintenance ($ 500.00)         
6-5020 Library Technical Equipment ($ 2,000.00)      ($ 507.09) 

TOTAL OPERATION BUDGET ($ 257,914.80) ($ 218,648.62)  ($ 13,309.18)($ 18,240.40) ($ 2,205.76)  ($5,270.00) ($ 240.84)
($ 257,914.80)     

…
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PERSONNEL EXPENSES ($ 191,910.40) ($ 191,910.40) ($ - ) ($ - ) ($ - ) ($ - )
Expenses Managed By Town

4550-110 Library - Wages (1.16% COLA) ($ 156,179.00) 

Library - Wages Longevity ($ - )
4550-211 Library - Benefit Insurance  (92/8 PER TOWN POLICY) ($ 13,002.40)   
4550-220 Library - FICA ($ 11,948.00)   
4550-230 Library - Retirement ($ 8,614.00)      
4550-523 Library - Workers Comp/Unemp Ins ($ 867.00)         

Additional Personnel 
6-2020 Library Membership, Mileage ($ 800.00)         
6-2030 Library Staff Development ($ 500.00)         

PATRON SERVICES EXPENSES ($ 30,760.00)   ($ 27,544.03)   ($ 1,177.97)  ($ - ) ($ 1,351.00) ($ 687.00)    
6-3000 Library Acquisitions - Books ($ 18,000.00)   ($ 15,381.96)   ($ 549.33)     ($ 164.00)    
6-3010 Library Acquisitions - Audio Books ($ 2,000.00)      ($ 815.92)        ($ 628.64)     
6-3020 Library Acquisitions - Periodicals ($ 1,650.00)      
6-3030 Library Acquisitions - Video Appropriation ($ 1,000.00)      ($ 1,187.00) 
6-3035 Library Acquisitions - Patron Technology
6-6000 Library Contract Services - Technology

Library Circulation System ($ 1,950.00)      
Annual Payment to NH Downloadable ($ 1,751.00)      

Library Website, Misc Software ($ 2,409.00)      
6-6010 Library Programs - Speakers & Supplies ($ 2,000.00)      ($ 687.00)    

FACILITY MANAGEMENT EXPENSES ($ 31,820.00)   ($ (15.58)         ($ 9,335.58)  ($ 18,114.00) ($ 1,266.00) ($ 3,120.00)
6-4000 Library General Maintenance - Janitorial ($ 9,500.00)      
6-4010 Library General Maintenance - Repairs ($ 3,900.00)      
6-4020 Library Contracted Services  - Building Safety & Utilities ($ 11,000.00)   

Central Dispatch Monitoring
Annual Lifts Inspection

Annual Fire Extinguisher Inspection
Annual Fire/Safety System Inspection

 PO BOX Rental
Heating
Electric
Water
Sewer 
Phone

Internet
6-4030 Library Building Maintenance - Supplies ($ 4,300.00)      ($ 1,266.00) 

6-4035 COVID Related Supplies/Expenses ($ - )
6-7015 2019 MOOSE PLATE PROJECT ($ 3,120.00)      ($ 3,120.00)

TECHNOLOGY MANAGEMENT EXPENSES ($ 1,500.00)     ($ 914.45)        ($ 585.55)     ($ - ) ($ - ) ($ - )
6-5010 Library Technical Maintenance ($ 500.00)         
6-5020 Library Technical Equipment ($ 1,000.00)      ($ 585.55)     

TOTAL OPERATION BUDGET ($ 255,990.40) ($ 220,353.30) ($ 11,099.10) ($ 18,114.00) ($ 2,617.00) ($ 3,807.00)
($ 255,990.40)    

…



TUCKER FREE LIBRARY 2018 BUDGET   

 Page 27 

ACCOUNT NUMBER 2018 ACCOUNT TITLE

20
18

 F
IN

A
L

TO
W

N
 A

P
P

R
O

P
R

IA
TI

O
N

TO
W

N
 T

R
U

ST
 F

U
N

D
S

W
IL

LI
S 

CO
G

SW
EL

L 
FU

N
D

O
P

ER
A

TI
O

N
A

L 
R

EV
EN

U
E

G
R

A
N

TS

FR
IE

N
D

S

PERSONNEL EXPENSES ($ 183,252.20)     ($ 183,252.20) ($ - )          ($ - ) ($ - ) ($ - ) ($ -  )     
Expenses Managed By Town

4550-110 Library - Wages (1.16% COLA) ($ 146,315.00)     

Library - Wages Longevity ($ - )
4550-211 Library - Benefit Insurance  (92/8 PER TOWN POLICY) ($ 15,447.20)       
4550-220 Library - FICA ($ 11,329.00)       
4550-230 Library - Retirement ($ 8,285.00)         
4550-523 Library - Workers Comp/Unemp Ins ($ 876.00)            

Additional Personnel 
6-2020 Library Membership, Mileage ($ 500.00)            
6-2030 Library Staff Development ($ 500.00)            

PATRON SERVICES EXPENSES ($ 28,626.00)       ($ 25,394.82)   ($ 1,124.68) ($ - ) ($ 1,406.50) ($ 700.00)  ($ -  )     
6-3000 Library Acquisitions - Books ($ 18,000.00)       ($ 15,381.96)   ($ 517.49)    
6-3010 Library Acquisitions - Audio Books ($ 2,000.00)         ($ 815.92)        ($ 607.19)    
6-3020 Library Acquisitions - Periodicals ($ 1,650.00)         
6-3030 Library Acquisitions - Video Appropriation ($ 1,000.00)         ($ 1,406.50)
6-3035 Library Acquisitions - Patron Technology
6-6000 Library Contract Services - Technology

Library Circulation System ($ 1,950.00)         
Annual Payment to NH Downloadable ($ 1,676.00)         

Library Website, Misc Software ($ 100.00)            
6-6010 Library Programs - Speakers & Supplies ($ 2,250.00)         ($ 700.00)  

FACILITY MANAGEMENT EXPENSES ($ 29,500.00)       ($ 1,134.00)     ($ 9,017.10) ($ 18,082.90) ($ 1,266.00) ($ - )        ($ -  )     
6-4000 Library General Maintenance - Janitorial ($ 9,500.00)         
6-4010 Library General Maintenance - Repairs ($ 3,900.00)         
6-4020 Library Contracted Services  - Building Safety & Utilities ($ 11,000.00)       

Central Dispatch Monitoring
Annual Lifts Inspection

Annual Fire Extinguisher Inspection
Annual Fire/Safety System Inspection

 PO BOX Rental
Heating
Electric
Water
Sewer 
Phone

Internet
6-4030 Library Building Maintenance - Supplies ($ 4,300.00)         ($ 1,266.00)

6-4035 COVID Related Supplies/Expenses ($ - )
6-7015 2018 CONVENTION GRANT ($ 800.00)            ($ 800.00)  

TECHNOLOGY MANAGEMENT EXPENSES ($ 1,500.00)         ($ 1,107.53)     ($ 392.47)    ($ - ) ($ - ) ($ - ) ($ -  )     
6-5010 Library Technical Maintenance ($ 500.00)            
6-5020 Library Technical Equipment ($ 1,000.00)         ($ 392.47)    

TOTAL OPERATION BUDGET ($ 242,878.20)    ($ 210,888.55) ($ 10,534.25)($ 18,082.90) ($ 2,672.50) ($ 700.00) ($ -  )    
($ 242,878.20)        

…
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Comparing Trust Funds held by the Trustees of 
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31:32 Expenditures. – Trust funds, or the income thereof, to be expended, shall be paid to trustees or 
agents of the town [including Library Trustees] established to carry out the objects designated by such 
trusts, and, if there be no such trustees or agents, then such expenditures shall be made by the full 
board of town trustees.

In the State of New Hampshire donor intent is paramount:

564-B:1-112 Rules of Construction. –
(a) The rules of construction that apply in this state to the interpretation of and disposition of
property by will also apply as appropriate to the interpretation of the terms of a trust and the
disposition of the trust property. For the purposes of this section, RSA 551:10 is not a rule of
construction. RSA 551:10 shall not apply to any trust.
(b) In interpreting or construing the terms of a trust, the settlor's intent shall be sovereign to the
extent that the settlor's intent is lawful, not contrary to public policy, and possible to achieve.
(c) For the purposes of determining the benefit of the beneficiaries, the settlor's intent as expressed in
the terms of the trust shall be paramount.

This means donor intent must be carried out by trustees, whether Library Trustees or otherwise.  
Failure to do so is a breach of fiduciary responsibility which may be prosecuted by the Attorney 
General.  When a N.H. town or city accepts a private gift, bequest, donation, etc., an agreement is 
formed between the municipality and the donor to carry out donor intent which is legally binding 
upon the municipality.

Unless a donor or donors of the trust funds to the Library stated the money was to be used to reduce 
taxes, the money cannot be used for that purpose.   The trust funds held by the Library Trustees 
MUST be used as specified by the donor.

Source: Terry Knowles, formerly of New Hampshire Department of Justice, Charitable Trust Union Page 29



TUCKER FREE LIBRARY Revenue Review INCOME ANALYSIS OVER TIME
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NON-TAX APPROPRIATION REVENUE - YEAR END 2024 2023 2022 2021 2020 2019 2018
TRUSTEES OF THE TOWN TRUST FUNDS PROJECTED*

LA Cogswell Operations ($ 1,909.51)           ($ 1,588.28)         ($ 1,472.54)         ($ 1,777.48)         ($ 1,459.54)        ($ 1,409.75)        
Francis O Holmes Books ($ 148.66) ($ 123.45) ($ 114.64) ($ 138.38) ($ 113.63)           ($ 109.75)           
DW & EL Cogwell Operations ($ 1,237.34)           ($ 1,029.17)         ($ 954.18) ($ 1,151.78)         ($ 945.76)           ($ 913.49)           

AD Huntoon Operations ($ 84.67) ($ 70.43) ($ 65.29) ($ 78.82) ($ 64.73) ($ 62.51)
Marjorie B Bennett Books ($ 822.45) ($ 684.08) ($ 634.23) ($ 765.58) ($ 628.64)           ($ 607.19)           

Scott J Berry Books ($ 146.97) ($ 122.25) ($ 113.34) ($ 136.81) ($ 112.34)           ($ 108.51)           
Mary F Kjellman Books ($ 236.62) ($ 196.81) ($ 180.96) ($ 214.77) ($ 172.57)           ($ 159.74)           

James W Doon Books ($ 68.47) ($ 56.95) ($ 52.79) ($ 63.74) ($ 52.33) ($ 50.55)
Preston Fund Operations ($ 861.34) ($ 716.45) ($ 664.23) ($ 801.79) ($ 658.37)           ($ 635.91)           
Alice V Colby Operations ($ 25.47) ($ 21.18) ($ 19.65) ($ 23.70) ($ 19.47) ($ 18.80)

George W Tucker Operations ($ 8,095.42)           ($ 6,733.51)         ($ 6,242.82)         ($ 7,535.66)         ($ 6,187.71)        ($ 5,976.64)        
Robert N Fitch Technology ($ 577.56) ($ 480.40) ($ 440.86) ($ 507.09) ($ 411.45)           ($ 392.47)           

Walter K Robinson Books ($ 142.56) ($ 118.58) ($ 106.96) ($ 123.58) ($ 98.46) ($ 88.94)
($ 12,023.00)       ($ 14,357.04)       ($ 11,941.54)      ($ 11,062.49)      ($ 13,319.18)     ($ 10,925.00)    ($ 10,534.25)     

TOTAL OF COMMON FUND ($ 4,468,571.92)    ($ 4,344,101.46)   ($ 3,926,903.57)   ($ 3,731,026.35)  ($ 3,568,103.92) ($ 3,440,435.25)  
LIBRARY PORTION OF COMMON FUND ($ 845,877.17)       ($ 819,982.81)      ($ 742,304.30)      ($ 706,317.90)     ($ 676,062.26)    ($ 649,056.30)     

TDBANK MANAGED TRUST FUND PROJECTED
Operations ($ 18,700.00)       ($ 18,702.60)         ($ 18,522.77)       ($ 20,552.92)      ($ 18,240.40)     ($ 18,114.00)    ($ 18,082.90)     

TOTAL OF FUND ($ 339,950.70)      ($ 432,088.02)      ($ 407,824.50)     ($ 387,192.97)    ($ 341,727.77)     

GENERAL OPERATIONAL REVENUE
Contribution Overdue (Change at Desk) Operations $79.50 ($ 160.56) ($ 186.74) ($ 32.00) ($ 181.00)           ($ 198.84)           

Copies/Fax Service Supplies $889.50 ($ 1,075.25)         ($ 681.86) ($ 412.00) ($ 1,071.00)        ($ 1,197.65)        
DVD Fines $0.00 ($ - ) ($ - ) ($ 224.00) ($ 1,187.00)        ($ 1,406.50)        

Non-Resident Fee ($50 annual) Operations $100.00 ($ 250.00) ($ 50.00) ($ 50.00) ($ 100.00)           ($ 150.00)           
Overdue Processing Fee Books $5.00 ($ 10.00) ($ 5.00) ($ - ) ($ - ) ($ 5.00)

Damaged Material Reimbursement Books $216.75 ($ 22.66) ($ 120.77) ($ 233.00) ($ 164.00)           ($ 126.40)           
Refund from Vendor Supplies $0.00 ($ - ) ($ - ) ($ - ) ($ - ) ($ 81.97)

Cat's Meow Sales $0.00 ($ - ) ($ - ) ($ 20.00) ($ 20.00) ($ 675.00)           
In Honor/Memory of Donations $0.00 ($ 150.00) ($ 280.00) ($ 472.76) ($ 195.00)           ($ 30.00)

General Purpose Fund Donations $160.00 ($ 1,387.30)         ($ 304.00) ($ 475.00) ($ - ) ($ 130.00)           
Sale of Surplus Supplies $14.00 ($ 49.00) ($ 111.00) ($ 63.00) ($ 195.00)           ($ 133.00)           

($ 3,000.00)         $1,464.75 ($ 3,104.77)       ($ 1,739.37)       ($ 1,981.76)       ($ 3,113.00)      ($ 4,134.36)       

TOTAL FOR LIBRARY OPERATION/BOOKS  PROJECTED ($ 34,524.39)       ($ 33,569.08)      ($ 33,354.78)      ($ 33,541.34)     ($ 32,152.00)    ($ 32,751.51)     
EARMARKED GRANTS/FRIENDS/DONATIONS

NH Humanities ($ 400.00) ($ 400.00) ($ 1,800.00)         ($ 400.00) ($ 687.00)           ($ 700.00)           
Special Project Grants (Moose Plate) ($ 20,000.00)         ($ 17,950.00)         ($ 9,950.00)         ($ 1,543.00)         ($ 4,870.00)         ($ 3,120.00)        ($ 800.00)           

Friends  Program Support ($ 1,000.00)           ($ 986.95) ($ 869.85) ($ 814.59) ($ - ) ($ - ) ($ - )
Established Trust Fund Donations (This money 
goes to the Trustees of Trust Fund for deposit 

in appropriate account

($ 400.00) $400.00 ($ 200.00) ($ 1,050.00)         ($ 575.00) ($ 597.36)           ($ 1,776.00)        

($ 21,800.00)       ($ 19,336.95)       ($ 11,419.85)      ($ 5,207.59)       ($ 5,845.00)       ($ 4,404.36)      ($ 3,276.00)       

BAR HARBOR (Charter Trust)
End of Year Value ($ 287,556.00)     ($ 271,604.39)    ($ 317,390.84)    ($ 284,761.29)   ($ 266,654.76)  ($ 229,129.58)   

* PROJECTED VALUES APPEAR IN THIS COLOR ($ 33,723.00)         



Tucker Free Library MS-9 Summary of Funds Managed by Trustees of Town Trust Funds  
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2018 %tot 2019 %tot 2020 %tot 2021 %tot 2022 %tot 2023 %tot
TOTAL OF COMMON FUNDS ($ 3,568,103.92)  ($ 3,731,026.35)  ($ 3,926,903.57)  ($ 4,344,101.46)        ($ 4,468,571.92) ($ - )
TFL Portion of Common Funds ($ 676,062.26)     19% ($ 706,317.90)     19% ($ 742,304.30)     19% ($ 819,982.81)           19% ($ 845,857.17) 19% ($ - ) #DIV/0!

LA Cogswell ($ 90,223.99)      ($ 94,023.08)      ($ 98,729.19)      ($ 109,059.42)           ($ 112,500.73) ($ - )
Francis O Holmes ($ 7,024.16)        ($ 7,319.92)        ($ 7,686.30)        ($ 8,490.33) ($ 8,758.45) ($ - )

D&W & El  Cogswell ($ 58,463.62)      ($ 60,925.36)      ($ 63,974.84)      ($ 70,668.65) ($ 72,898.57) ($ - )
AD Huntoon ($ 4,000.90)        ($ 4,169.35)        ($ 4,378.03)        ($ 4,836.12) ($ 4,988.72) ($ - )

Marjorie B. Bennett ($ 38,860.41)      ($ 40,496.72)      ($ 42,523.68)      ($ 46,973.02) ($ 48,455.24) ($ - )
Scott J. Berry ($ 6,944.47)        ($ 7,236.88)        ($ 7,599.11)        ($ 8,394.22) ($ 8,659.09) ($ - )

Mary F. Kjellman ($ 10,897.82)      ($ 11,550.65)      ($ 12,232.63)      ($ 13,514.22) ($ 13,940.66) ($ - )
James W. Doon ($ 3,235.05)        ($ 3,371.27)        ($ 3,540.00)        ($ 3,910.40) ($ 4,033.79) ($ - )

Preston ($ 40,698.37)      ($ 42,412.07)      ($ 44,534.91)      ($ 49,194.69) ($ 50,746.99) ($ - )
Alice V. Colby ($ 1,203.33)        ($ 1,254.00)        ($ 1,316.78)        ($ 1,454.54) ($ 1,500.45) ($ - )

George W. Tucker ($ 382,505.27)     ($ 398,611.59)     ($ 418,563.15)     ($ 462,358.24)           ($ 476,947.71) ($ - )
Roberth N. Fitch ($ 25,734.64)      ($ 28,123.61)      ($ 29,857.59)      ($ 32,986.65) ($ 34,027.53) ($ - )

Walter K. Robinson ($ 6,270.23)        ($ 6,823.40)        ($ 7,368.09)        ($ 8,142.31) ($ 8,399.24) ($ - )
($ 845,857.17) ($ - )

DATA EXTRACTED FROM THE ANNUAL TOWN REPORTS, Report of the Trust Funds of the Town of Henniker, NH
"Trustees of the Trust Fund: Common Trust Fund - Form  MS-9)

For illustrative purposes the final column of that form was used.  It is titled "Grand Total Principal & Income"



TUCKER FREE LIBRARY TRUST FUND SUMMARY  

TRUST FUND ACTIVITY 2024 2023 2022 2021 2020 2019 2018
1) TRUSTEES OF THE TOWN TRUST FUNDS

TOTAL OF COMMON FUND ($ 4,468,571.92)    ($ 4,344,101.46)   ($ 3,926,903.57)   ($ 3,731,026.35)  ($ 3,568,103.92) ($ 3,440,435.25)  
LIBRARY PORTION OF COMMON FUND ($ 845,857.17)       ($ 819,982.81)      ($ 742,304.30)      ($ 706,317.90)     ($ 676,062.26)    ($ 649,056.30)     

LIBRARY ANNUAL REVENUE FOR OPERATIONAL EXPENSES ($ 14,000.00)         ($ 14,357.04)         ($ 11,941.54)       ($ 11,062.49)       ($ 13,319.18)       ($ 10,925.00)      ($ 10,534.25)      

2) TDBANK MANAGED TRUST FUND
TOTAL OF FUND ($ 339,950.70)      ($ 432,088.02)      ($ 407,824.50)     ($ 387,192.97)    ($ 341,727.77)     

LIBRARY ANNUAL REVENUE - ACTUAL ($ 18,522.77)       ($ 20,552.92)      ($ 18,240.40)     ($ 18,114.00)    ($ 18,082.90)     
LIBRARY ANNUAL REVENUE FOR OPERATIONAL EXPENSES ($ 18,000.00)         ($ 18,702.60)         ($ 21,124.76)       

3) BAR HARBOR (Charter Trust)
TOTAL OF FUND ($ 287,556.00)     ($ 271,604.39)    ($ 317,390.84)    ($ 284,761.29)   ($ 266,654.76)  ($ 229,129.58)   

LIBRARY REVENUE FOR SPECIAL PROJECTS
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TRUST FUNDS HELD BY THE TRUSTEES OF THE 
TOWN TRUST FUNDS

Below, each of the 13 trusts held by Trustees of 
the Town Trust Fund for Tucker Free Library is 
presented with a screenshot of the intent 
comment (as synthesized by Laurie Grob, Trustee 
of the Town Trust Funds in 2005) and a copy of 
the original donor intent statement.

CLICK HERE FOR Original document authored by 
Laurie Grob.

Page 33
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LAND DEED, HENRY EMERSON
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WILLIS COGSWELL FUND - HELD BY TDBANK
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BAR HARBOR FUND
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Investment Objective: Balanced

Activity Summary
This Period ($) Year to Date ($)

Beginning Market Value 317,390.84 317,390.84

Cash & Security Transfers 0.00 0.00

Contributions 0.00 0.00

Income & Capital Gain Distributions 5,454.87 5,454.87

Fees -2,000.00 -2,000.00

Withdrawals 0.00 0.00

Change in Account Value -49,241.32 -49,241.32

Market Value on Dec 31, 2022 $271,604.39 $271,604.39

8000005411 Tucker Free Library
January 1, 2022 - December 31, 2022

Overview of Your Account - 8000005411 Tucker Free Library

Income Earned
This Period ($) Year to Date ($)

Taxable Income 0.00 0.00

Tax-Exempt Income 5,450.42 5,450.42

Tax-Deferred Income 0.00 0.00

Total Income Earned $5,450.42 $5,450.42

Total Short Term Realized Capital
Gain/Loss

-$772.95 -$772.95

Total Long Term Realized Capital
Gain/Loss

$17,968.81 $17,968.81

Total Realized Capital Gain/Loss $17,195.86 $17,195.86

This summary is for your reference. It is not intended for tax-reporting purposes. Taxable
income is taxable at the federal level and may be taxable at the state level.

L1

Asset Allocation on December 31, 2022
Market Value ($) Percent

n Equity 129,788.58 48%

n Fixed Income 125,156.45 46%

n Cash & Equivalents 16,659.36 6%

Total of Your Account $271,604.39 100%

Page 3 of 36
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Investment Objective: Balanced

Activity Summary
This Period ($) Year to Date ($)

Beginning Market Value 271,604.39 271,604.39

Cash & Security Transfers 0.00 0.00

Contributions 0.00 0.00

Income & Capital Gain Distributions 1,761.00 1,761.00

Fees -500.00 -500.00

Withdrawals 0.00 0.00

Change in Account Value 8,829.08 8,829.08

Market Value on Mar 31, 2023 $281,694.47 $281,694.47

8000005411 Tucker Free Library
January 1, 2023 - March 31, 2023

Overview of Your Account - 8000005411 Tucker Free Library

Income Earned
This Period ($) Year to Date ($)

Taxable Income 0.00 0.00

Tax-Exempt Income 1,761.00 1,761.00

Tax-Deferred Income 0.00 0.00

Total Income Earned $1,761.00 $1,761.00

Total Short Term Realized Capital
Gain/Loss

-$97.17 -$97.17

Total Long Term Realized Capital
Gain/Loss

$141.67 $141.67

Total Realized Capital Gain/Loss $44.50 $44.50

This summary is for your reference. It is not intended for tax-reporting purposes. Taxable
income is taxable at the federal level and may be taxable at the state level.

L1

Asset Allocation on March 31, 2023
Market Value ($) Percent

n Equity 134,058.65 48%

n Fixed Income 127,879.29 45%

n Cash & Equivalents 19,756.53 7%

Total of Your Account $281,694.47 100%

Page 3 of 18
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Investment Objective: Balanced

Activity Summary
This Period ($) Year to Date ($)

Beginning Market Value 281,694.47 271,604.39

Cash & Security Transfers 0.00 0.00

Contributions 0.00 0.00

Income & Capital Gain Distributions 1,582.61 3,343.61

Fees -695.00 -1,195.00

Withdrawals 0.00 0.00

Change in Account Value 6,257.36 15,086.44

Market Value on Jun 30, 2023 $288,839.44 $288,839.44

8000005411 Tucker Free Library
April 1, 2023 - June 30, 2023

Overview of Your Account - 8000005411 Tucker Free Library

Income Earned
This Period ($) Year to Date ($)

Taxable Income 0.00 0.00

Tax-Exempt Income 1,582.61 3,343.61

Tax-Deferred Income 0.00 0.00

Total Income Earned $1,582.61 $3,343.61

Total Short Term Realized Capital
Gain/Loss

$0.00 -$97.17

Total Long Term Realized Capital
Gain/Loss

$0.00 $141.67

Total Realized Capital Gain/Loss $0.00 $44.50

This summary is for your reference. It is not intended for tax-reporting purposes. Taxable
income is taxable at the federal level and may be taxable at the state level.

L1

Asset Allocation on June 30, 2023
Market Value ($) Percent

n Equity 142,092.08 49%

n Fixed Income 126,103.22 44%

n Cash & Equivalents 20,644.14 7%

Total of Your Account $288,839.44 100%

Page 3 of 14
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Investment Objective: Balanced

Activity Summary
This Period ($) Year to Date ($)

Beginning Market Value 288,839.44 271,604.39

Cash & Security Transfers 0.00 0.00

Contributions 0.00 0.00

Income & Capital Gain Distributions 2,149.49 5,493.10

Fees -500.00 -1,695.00

Withdrawals 0.00 0.00

Change in Account Value -6,233.56 8,852.88

Market Value on Sep 30, 2023 $284,255.37 $284,255.37

8000005411 Tucker Free Library
July 1, 2023 - September 30, 2023

Overview of Your Account - 8000005411 Tucker Free Library

Income Earned
This Period ($) Year to Date ($)

Taxable Income 0.00 0.00

Tax-Exempt Income 2,149.49 5,493.10

Tax-Deferred Income 0.00 0.00

Total Income Earned $2,149.49 $5,493.10

Total Short Term Realized Capital
Gain/Loss

$0.00 -$97.17

Total Long Term Realized Capital
Gain/Loss

$2,993.26 $3,134.93

Total Realized Capital Gain/Loss $2,993.26 $3,037.76

This summary is for your reference. It is not intended for tax-reporting purposes. Taxable
income is taxable at the federal level and may be taxable at the state level.

L1

Asset Allocation on September 30, 2023
Market Value ($) Percent

n Equity 137,959.70 48%

n Fixed Income 123,891.46 44%

n Cash & Equivalents 22,404.21 8%

Total of Your Account $284,255.37 100%

Page 3 of 16
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TUCKER FREE LIBRARY ANNUAL REPORT FOR 2019  

C 
apital campaign:  The trustees recognize that the realization of the 
library safety and accessibility project is dependent on a success-
ful capital campaign.   With a positive vote at Town Meeting, we 

will hire a fundraising consultant to assist in this process. 

The consultant will work with trustees to design the capital campaign and 
develop a realistic timeline.  The consultant will develop a compelling case 
for support of the building project, identify a prospect list comprised of local 
and regional philanthropic donors, recommend strategies for reaching do-
nors, offer key players training in capital campaign solicitation, and give rec-

ommendations on donor recognition appropriate to this project. 

The funding for this project will include a combination of sources including 
the capital campaign, grants, and town appropriation.  The trustees, staff, 
and Friends will be working together on the capital campaign to offset the 

tax-burden for the library accessibility and safety project.  

F 
riends of Tucker Free Library 
was reconstituted in 2019.  
Led by  an enthusiastic 

group of library supporters, the group 
met often and achieved many goals, 
including completing the application 
for and  receiving IRS 501(c)3 status. 

This allows the FTFL to officially call themselves a non-profit. Any donations 
to the FTFL are tax-deductible.  If you would like to join the FTFL see a 
Friend or check out the Friends’ page on the library website:  tuckerfreeli-
brary.org/join-the-friends/.   

(EXECUTIVE BOARD: TREASURER: Ellen Chase-Lucard, PAST CHAIR: Mary 
Corsetti, VICE CHAIR: Naomi Praul, CHAIR: Sylvia Lennox, and SECRETARY: 
Rob Reno) 

T 
ucker Free Library received 
its fifth Moose Plate Grant. 
This grant restored the win-

dows above the front porch. Cracks 
and overall poor condition of the 
glass allowed for cold air to create 
condensation which led to damage to 
wood muntins, casings, and sills. The 
panes were replaced with code com-
pliant safety glass. Not only did this 
project greatly enhance the appear-
ance and safety of these windows, 
but the project should increase ener-
gy efficiency of the building.  The val-
ue of the grant was $6,240 for a total 
of $31,885 in Moose Plate grant 

money received since 2014. 

A 
long with SMP Architects, 
the library director is work-
ing on a Condition Assess-

ment with Preservation Guidelines for  
Tucker Free Library. This document 
was made possible by a grant re-
ceived from the New Hampshire 
Preservation Alliance.  The prepara-
tion of this guide is an important first 
step when applying for larger Land & 
Community Heritage Investment Pro-
gram (LCHIP) grants.  We hope to 
seek LCHIP funds to assist with vari-
ous components of the building pro-
ject.  The matching grant has a value 
of $1750. 

Three public meetings were held in 2019, seeking input from the Henniker 
community on the library accessibility and safety project.  The project includes 
adding an elevator to improve accessibility to all levels of the library, adding 
additional, ADA compliant bathrooms, and renovating the attic (the last viable 

space in the building) for programs.  

A 
r c h i t e c t  J a s o n 
Lacombe shared de-
sign iterations and 

listened to comments from the 
audience members at the three 
public meetings.  The meetings 
are available to view on the li-
brary website, tuckerfreeli-
brary.org.   Each successive 
meeting reflected design chang-

es resulting from the feedback. 

Throughout the year work has continued on the project with geotechnical sur-
veys, structural and mechanical engineering evaluations, and cost-estimating. 
SMP Architects will incorporate the results of the information gathered to com-

plete the design process over the next year. 

F 
ACILITY PROJECTS: Tucker 
Free Library participated in 
the town wide Eversource 

LED Lighting Project to decrease the 
use of electricity.  Cost $9,035.00 with 

$4517.50 in rebates from Eversource. 

Unanticipated replacement of air con-
ditioning unit installed in 2000. Cost 

$12,740.78.  

I 
N MEMORIAM: We honor the 
memory of Pauline Mortimer-
Simkin.  Pauline, a trustee from 

2007-2008 was a loyal library user 
and steward. REST IN PEACE. 
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C 
apital campaign:  The trustees recognize that the realization of the 
library safety and accessibility project is dependent on a success-
ful capital campaign.   With a positive vote at Town Meeting, we 

will hire a fundraising consultant to assist in this process. 

The consultant will work with trustees to design the capital campaign and 
develop a realistic timeline.  The consultant will develop a compelling case 
for support of the building project, identify a prospect list comprised of local 
and regional philanthropic donors, recommend strategies for reaching do-
nors, offer key players training in capital campaign solicitation, and give rec-

ommendations on donor recognition appropriate to this project. 

The funding for this project will include a combination of sources including 
the capital campaign, grants, and town appropriation.  The trustees, staff, 
and Friends will be working together on the capital campaign to offset the 

tax-burden for the library accessibility and safety project.  

F 
riends of Tucker Free Library 
was reconstituted in 2019.  
Led by  an enthusiastic 

group of library supporters, the group 
met often and achieved many goals, 
including completing the application 
for and  receiving IRS 501(c)3 status. 

This allows the FTFL to officially call themselves a non-profit. Any donations 
to the FTFL are tax-deductible.  If you would like to join the FTFL see a 
Friend or check out the Friends’ page on the library website:  tuckerfreeli-
brary.org/join-the-friends/.   

(EXECUTIVE BOARD: TREASURER: Ellen Chase-Lucard, PAST CHAIR: Mary 
Corsetti, VICE CHAIR: Naomi Praul, CHAIR: Sylvia Lennox, and SECRETARY: 
Rob Reno) 

T 
ucker Free Library received 
its fifth Moose Plate Grant. 
This grant restored the win-

dows above the front porch. Cracks 
and overall poor condition of the 
glass allowed for cold air to create 
condensation which led to damage to 
wood muntins, casings, and sills. The 
panes were replaced with code com-
pliant safety glass. Not only did this 
project greatly enhance the appear-
ance and safety of these windows, 
but the project should increase ener-
gy efficiency of the building.  The val-
ue of the grant was $6,240 for a total 
of $31,885 in Moose Plate grant 

money received since 2014. 

A 
long with SMP Architects, 
the library director is work-
ing on a Condition Assess-

ment with Preservation Guidelines for  
Tucker Free Library. This document 
was made possible by a grant re-
ceived from the New Hampshire 
Preservation Alliance.  The prepara-
tion of this guide is an important first 
step when applying for larger Land & 
Community Heritage Investment Pro-
gram (LCHIP) grants.  We hope to 
seek LCHIP funds to assist with vari-
ous components of the building pro-
ject.  The matching grant has a value 
of $1750. 

Three public meetings were held in 2019, seeking input from the Henniker 
community on the library accessibility and safety project.  The project includes 
adding an elevator to improve accessibility to all levels of the library, adding 
additional, ADA compliant bathrooms, and renovating the attic (the last viable 

space in the building) for programs.  

A 
r c h i t e c t  J a s o n 
Lacombe shared de-
sign iterations and 

listened to comments from the 
audience members at the three 
public meetings.  The meetings 
are available to view on the li-
brary website, tuckerfreeli-
brary.org.   Each successive 
meeting reflected design chang-

es resulting from the feedback. 

Throughout the year work has continued on the project with geotechnical sur-
veys, structural and mechanical engineering evaluations, and cost-estimating. 
SMP Architects will incorporate the results of the information gathered to com-

plete the design process over the next year. 

F 
ACILITY PROJECTS: Tucker 
Free Library participated in 
the town wide Eversource 

LED Lighting Project to decrease the 
use of electricity.  Cost $9,035.00 with 

$4517.50 in rebates from Eversource. 

Unanticipated replacement of air con-
ditioning unit installed in 2000. Cost 

$12,740.78.  

I 
N MEMORIAM: We honor the 
memory of Pauline Mortimer-
Simkin.  Pauline, a trustee from 

2007-2008 was a loyal library user 
and steward. REST IN PEACE. 
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DONATIONS RECEIVED 

MARTHA NEMICCOLO 
For the Mary F. Kjellman Fund 

HENNIKER ROTARY CLUB 

For the Walter K. Robinson Fund 

STEPHEN & PATRICIA ST. LAURENCE 

In Honor of Fr. Marcel Martel 

SUSAN ROSE & JENNI RUNTE 

In Memory of Mary Ashcliffe 

RODNEY & CAROLYN PATENAUDE 

For the Robert N. Fitch Fund 

MICHAEL SKOCAY 

In Memory of Joan Manoli 

JOSEPH & JOANNE GRADY 

In Honor of Annjanette Grady Alves 

G. RAY COLBY  & SONS, INC.

For the Future Building Project

IN-KIND SERVICE 

LINDA PATTERSON 

For her gardening expertise 

JON ROUTON 

For installing our interior doors and screens 

TO THE FRIENDS OF TUCKER FREE 

Who have spent many Sunday afternoons work-

ing on by-laws, forms, and procedures. 

THANKS FOR THE… Many other anonymous 

and gracious acts of kindness and volunteerism, 

especially the garden stewards who took it upon 

themselves to weed the front gardens! 

LET’S NOT FORGET… Everyone who dropped 

their spare change in the donation boxes at the 

circulation desks.  We collected $181.00 this 

year! 

THIS REPORT IS SUBMITTED BY… 

Lynn M. Piotrowicz, M.A., M.L.S. 

Library Director 

ON BEHALF OF THE TRUSTEES OF 

THE TUCKER FREE LIBRARY ... 

Patti N. Osgood, Chair 

Angelica Ladd, Vice Chair 

Debra Kreutzer, Treasurer 

Anne Crotti, Co-Recording Secretary 

John Capuco, Co-Recording Secretary 

PATRON USE STATISTICS
CATEGORY PATRONS CIRCULATION

New Patrons 176

Adult Residents 1,606 19,159 

Juvenile Residents 551 3,337 

Interlibrary Loan Partners 225 1,765 

NEC Students/Residents 22 17 

NEC Staff 8 106 

Tucker Free Staff 18 1,363 

SAU 24 Full Time Staff/Non-Resident 9 12 

Provisional 19 44 

Non-Resident $50 Fee Paid 3 65 

Henniker Town Employee/Non-Resident 1 5 

Home Delivery 4 205 

Book Club 1 56 

Hopkinton Town Library  (thru May 2019) 22 168 

TOTAL 2,489 26,302 

2019 Library Appropriation 227,730.00$   

Money Saved by Henniker Residents Using TFL 403,149.26$   

MATERIAL USE STATISTICS
NUMBER OF… CIRCULATION

Materials checked out at Library 26,302 

Materials downloaded by patrons 6,114 

Materials checked out by Interlibrary Loan Partners 1,765 

Interlibrary loan requests made by our patrons 654 

Access of electronic databases 104 

Reads-To-Go Books Checked Out 42 

34,981 

COLLECTION STATISTICS
MATERIAL AREA ADDED DISCARDED

Adult Materials 1222 1,077 

Early Readers 295 49 

Middle Readers 137 480 

Teen Readers 41 5 

Audio Materials 71 74 

Video Materials 136 20 

1,902 1,705 

eCONTENT - NH DOWNLOADS
YEAR MEMBERSHIP FEE CIRCULATION COST/CIRC

2008 500.00$   759 1.32$   

2009 550.00$   1,090 0.50$   

2010 550.00$   1,308 0.42$   

2011 700.00$   1,819 0.38$   

2012 875.00$   3,018 0.29$   

2013 1,000.00$   3,841 0.26$   

2014 1,103.00$   3,979 0.25$   

2015 1,103.00$   4,989 0.22$   

2016 1,159.00$   5,201 0.22$   

2017 1,337.00$   5,853 0.22$   

2018 1,676.00$   6,390 0.26$   

2019 1,751.00$   6114 0.28$   
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OPERATIONAL BUDGET

Expenses Income

Town Appropriation - Operating Budget $ 25,883.49 Town Appropriation - Operating Budget $ 25,883.49 

Lighting Project $ 4,517.50 Lighting Project $ 4,517.50

Heating Oil $ 5,480.89 Heating Oil $ 5,480.89

Personnel $ 191,848.12 Personnel $ 191,848.12

Meetings/Membership/Mileage $ 200.00 Contribution Overdue $ 181.00

Staff Development $ 100.00 Copier $ 1,071.00

Books $ 18,219.00 DVD FINES $ 1,187.00

Audio Books $ 1,567.00 Non-Resident Cards $ 100.00

Periodicals $ 1,211.00 Damaged/Lost Books $ 140.00

DVD - Appropriation Fund $ 863.00 Damaged/Lost Audio $ 24.00 

DVD - Fine Revenue $ 1,059.00 Willis Cogswell Fund $ 18,114.00 

General Maintenance $ 6,679.00 Town Trust Funds $ 10,925.00 

Building Repairs $ 412.22 Established Trust Fund Donation $ 597.36

Air Condition Unit Replacement $ 12,740.78 Memory/Honor Donations $ 195.00
Utilities $ 9,960.00 Sale of Surplus $ 205.00

Supplies $ 5,534.00 Staff Reimbursed Purchase $ 26.00 

Technical Maintenance $ 150.00 Cat's Meow Sold $ 20.00 

Equipment $ 456.00 Moose Plate Grant $ 3,120.00

Library Programs - Contracted $ 3,687.00 NHHC Speaker Reimbursement $ 687.00

Library Program -Speaker & Sup $ 1,549.00 Feasibility Study (2018TM) $ 7,205.00

Staff Reimbursed Purchase $ 26.00 Design Work $ 20,630.56 

Bank Fees $ 24.00 Project Planning $ 1,000.00

Trustees of the Trust Fund (4-5030) $ 597.36 Building Project Donation $ 1,000.00

Moose Plate Grant $ - 2018 Unexpended/Reserved Fund $ 7,804.68

NHHC Speaker Reimbursed $ 687.00 Total Income $ 301,962.60

Feasibility Study (2018 TM) $ 7,205.00

Design Work $ 20,630.56 REVENUE OVER EXPENDITURES 5,675.68$   

Project Planning $ - 

Total Expenses $ 295,403.43 RESERVED FUNDS 

Total Trust Fund Reserved 2,250.42$   

Vivian Allen 448.81$   

Beres Fund 2,000.00$   

Total 4,699.23$   

UNEXPENDED/RESERVED FUNDS 10,374.91$   TRUST FUND ACCOUNTING

TRUST FUNDS EXPENDITURE CATEGORY
RECEIVED 

2019

BALANCE

12/31/18 

EXPENDED

2019 

DONATIONS

TO 2019 

DEPOSIT 

TO TRUST

FUND 

BALANCE

12/31/19 

L.A. Cogswell LIBRARY OPERATIONS 1,459.54$   -$   1,459.54$   -$  -$  -$   

Dr. Francis O. Holmes MEMORIAL BOOKS 113.63$   1.55$   85.13$   -$  -$  30.05$   

D.W. & E. Cogswell LIBRARY OPERATIONS 945.76$   -$   945.76$   -$  -$  -$   

A.D. Huntoon LIBRARY OPERATIONS 64.73$   -$   64.73$   -$  -$  -$   

Marjorie B. Bennett MEMORIAL BOOKS 628.64$   177.76$   610.28$   -$  -$  196.12$   

Scott J. Berry MEMORIAL BOOKS 112.34$   243.68$   -$   -$  -$  356.02$   

Mary F. Kjellman MEMORIAL BOOKS 172.57$   67.15$   117.30$   100.00$   100.00$   122.42$   

James W. Doon MEMORIAL BOOKS 52.33$   343.04$   -$   -$  -$  395.37$   

Preston Fund LIBRARY OPERATIONS 658.37$   -$   658.37$   -$  -$  -$   

Alice V. Colby LIBRARY OPERATIONS 19.47$   -$   19.47$   -$  -$  -$   

George W. Tucker LIBRARY OPERATIONS 6,187.71$   -$   6,187.71$   -$  -$  -$   

Robert N. Fitch MEMORIAL TECHNOLOGY 411.45$   726.46$   -$   300.00$   300.00$   1,137.91$   

Walter K. Robinson MEMORIAL BOOKS 98.46$   (1.61)$   84.32$   197.36$   197.36$   12.53$   

10,925.00$   1,558.03$   10,232.61$   597.36$   597.36$   2,250.42$   
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TUCKER FREE LIBRARY ANNUAL REPORT FOR 2020 

F 
riends of Tucker Free Library, a 
501c(3) non-profit organization, 
proved to be a formidable group 

in 2020.  Meeting virtually on Saturday 
mornings, this group didn’t let a global 
pandemic  stand in the way of achieving 
their goals.  Not only did they add to their 
membership roll, but the donations re-
ceived allowed them to fund summer 
reading activities for youth and adults.  
Most recently, they funded and decorated 
the TFL for the 1st Ever Henniker Holiday 
Spirit Contest.   

At their annual meeting on December 6th, 
their annual report and financial statement 
was reviewed. The 2021 Executive Board 
was also elected. The officers include Na-
omi Praul, Chair, Sylvia Lennox, Vice 
Chair, Rob Reno, Secretary, Ellen Chase-
Lucard, Treasurer, and Mary Corsetti, 
Past Chair. Anne Crotti continues as TFL 
Board liaison.   

W 
hat a year it has been…  A year so tumultuous the Oxford 
English Dictionary editors could not settle on one word of the 
year. Instead they listed 45, including anthropause and Zoom-

bombing.  Along with a global pandemic known as COVID-19 caused by 
the novel coronavirus SARS-CoV-2, the US experienced civil unrest (Black 
Lives Matter Movement) stemming from several police brutality incidents, 
and a Presidential election which engaged a record 156 million people to 
vote during a global pandemic.  

In early March of 2020 the Board of Trustees reconsidered warrants for 
expenses related to the Library Accessibility and Safety Building Project. 
They chose not to pursue funding for a Capital Campaign consultant and 
continued design work in advance of construction during the 2020 Town 
Meeting.   The groundwork however, does continue.  Trustees of the Tuck-
er Free Library (TFL) submitted the project for consideration and inclusion 
in the Henniker Capital Improvement Plan.  The TFL director worked with 
SMP Architecture to complete a Condition Assessment with Preservation 
Guidelines for Tucker Free Library.  This document is required when ap-
plying for  Land & Community Heritage Investment Program (LCHIP) 
grants, of which various components of the building project might be eligi-
ble.  It is the plan to relaunch the project campaign in 2021. 

When the COVID-19 State of Emergency was executed on March 13, 
2020,  libraries across the state closed their doors. Staff, including those at 
TFL, worked from home until our library re-opened on June 9, 2020 with 
curbside services.  From the very beginning, staff members began prepar-
ing for the day they could once again offer traditional library service.  They 
procured personal protective equipment, they participated in state-wide 
committees, and they attended continuing education programs all with the 
goal of ensuring the health of staff and community members.  Staff mem-
bers presented trustees with a flexible pandemic service plan that included 
curbside service through the summer.  The next phase of service allowed 
for a brief return to some sense of  normalcy when the doors opened to the 
public for browsing in September.  We reverted to curbside service in De-
cember when there was the potential for increased cases of COVID-19 in 
Henniker.   

Amidst the turmoil of 2020, the TFL staff remained connected with the 
Henniker community. During the early days of the COVID-19 shutdown, 
staff procured digital content for patrons, they produced literary-based 
cooking and craft demonstrations, cooperated with publishers to post 
online story times, and created book-based digital activities and storytime 
for families.   Staff worked with the Friends of Tucker Free Library (FTFL) 
to offer a summer reading program, complete with thematic, age appropri-
ate “take and make” craft projects.  This year we even had a program for 
adults; a very popular local eatery gift certificate raffle for our loyal patrons, 
branded as “Friends Helping Friends and Neighbors.” 

Summarizing the year is impossible without consideration of the challeng-
es that we all struggled with and how library services evolved.  As we 
close out the year and digest the enormity of the situation, the true impact 
is yet to be seen but, the struggle has made us stronger.  Our library ser-
vice model is better for having lived through 2020! 

H 
eartfelt thanks go out to Patti N. 
Osgood as she hangs up her 
Trustee hat! Joining the board 

in 2000, she has served as Chair since 
2009.  During her tenure she has proven 
why she was the NHLTA Trustee of the 
Year in 2013 and our beloved TFL was 

Library of the Year in 2018.  

Patti has worked tirelessly throughout her 
tenure to improve library services for eve-
ryone in Henniker.  She has fearlessly 
stood up for the library, successfully argu-
ing for and securing adequate funding for 

library operations. 

Patti has been a stalwart supporter of the 
Tucker Free Library staff. Her leadership 
is evident in the many achievements and 
accomplishments of staff. She gently 
pushed library management to create an 
environment of continuous improvement 
of library services and professional enrich-

ment for staff through her advocacy.  

Sign up for the TFL newsletter for regular 

updates on library activities.      

Join the Friends of Tucker Free Library.    

Go to www.tuckerfreelibrary.org.  
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DONATIONS RECEIVED 

MARTHA NEMICCOLO 
For the Mary F. Kjellman Fund 

DARBY MCGRAW 

General Fund 

LORINDA ROUTON 

For the great book worms, Gary McGrath and 

Walter & Angela Robinson 

KELLI CONNEELY 

General Fund 

JOSEPH & JOANNE GRADY 

To Honor Family 

STEPHEN & PATRICIA ST. LAURENCE 

In Memory of J. Douglass Paul, Jr. 

RODNEY & CAROLYN PATENAUDE 

For the Robert N. Fitch Fund 

MICHAEL SKOCAY 

In Memory of Joan Manoli 

IN-KIND SERVICE 

TO THE FRIENDS OF TUCKER FREE 

Who helped library staff shine during a year of 

darkness. 

THANKS FOR THE… Many other anonymous 

and gracious acts of kindness and volunteer-

ism, especially the garden stewards who took 

it upon themselves to weed the front gardens! 

SUPPORT & KINDNESS 

To the staff of Tucker Free Library. 

You rolled with all the ambiguity and 

didn’t let it get you down. You har-

nessed your creativity, engaged in  

problem solving, and came up with 

new ways to serve our patrons. 

THIS REPORT IS SUBMITTED BY… 

Lynn M. Piotrowicz, M.A., M.L.S. 

Library Director 

ON BEHALF OF THE TRUSTEES OF 

THE TUCKER FREE LIBRARY ... 

Patti N. Osgood, Chair 

John Capuco, Vice Chair 

Debra Kreutzer, Treasurer 

Anne Crotti, Co-Recording Secretary 

Angelica Ladd, Co-Recording Secretary 
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TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL 

Policy Table of Contents 

Section I – Governance

1. Board of Trustees
2. Tucker Free Library Investment Policy
3. Tucker Free Library Bill Paying Policy

Section II – General Policies

1. General Objectives
2. Who May Use the Library
3. Services
4. Gifts and Memorials
5. Displays, Exhibits, Social Media, & Photographs

Section III – Collection Development

1. Materials Collection

Section IV –Management & Personnel Policies

1. General Definitions & Staff Designations
2. Job Descriptions
3. General Employment Policies

A. Hiring
B. Criminal Background Check
C. Employment of Minors
D. Probationary Period
E. Compensation
F. Reimbursement for On-Call Personnel
G. Reimbursement for Expenses
H. Employee Benefits
I. Training or Development of Staff
J. Performance Evaluations
K. Employee Concerns
L. Longevity Bonua

4. Leave Policies
A. Sick Leave
B. Vacation
C. Holiday
D. Personal Leave
E. Emergency Closure Weather/Public Health Emergency – Adequate Staffing
F. Military Leave
G. Jury Duty
H. Bereavement Leave
I. Crime Victims

5. Voluntary or Involuntary Terminations
A. Resignation
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B. Retirement
C. Removal & Termination

Appendix 

1. Vacancy on Board of Trustees -- RSA 669:75
2. New Hampshire Library Laws
3. Library Bill of Rights
4. Membership Requirements for Registration
5. Patron Check-out Limits
6. Rules of Conduct/Reasons Why Patron Can Be Denied Access -- RSA 202-A:25
7. Internet Use Policy
8. Request for Reconsideration
9. Job Description – Library Director
10. Job Description – Assistant Library Director
11. Job Description – Youth Services Library
12. Job Description – Library Assistant
13. Job Description – Library Associate/Aide
14. Job Description – Library Page
15. Criminal Background Check From
16. Employment of Minors Form for Parental Permission
17. Town Safety Committee – Training Guidelines
18. Library Training Competencies Checklist
19. Employee Review – Annual
20. Performance Evaluation – Library Director & Other Senior Management Positions
21. Employees, Removal -- RSA 202 – 17
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SECTION I Governance 

1. Board of Trustees

 Approved by Board of Trustees, 05/17/2011 
(Amended 11/09/2021 – See F) 

A. The Board of Trustees shall consist of five members elected by the citizens of the
Town of Henniker.  They shall be elected for a term of three overlapping years.

B. The majority of the vote of the Trustees shall elect the chair, vice chair, secretary, and
treasurer annually within one month after town meeting.

C. Vacancies on the Board shall be filled by the vote of the Selectmen, upon the
recommendation of the Trustees, to complete the term until the next town meeting, in
compliance with RSA 669:75 (See Appendix 1).

D. The Board shall employ a qualified and competent Library Director.

E. The Board shall meet at least eight (8) times per year with the notice of the meetings
posted as required by law.  The Library Director shall attend all meetings unless
excused by the Chair. Trustees are expected to attend at least 80% of the meetings.

F. If it is the case that one or more members (but less than a quorum) of a board cannot
be physically present for a meeting, “a public body may, but is not required to, allow
one or more members of the body to participate in a meeting by electronic or other
means of communication for the benefit of the public and the governing body…only

when such attendance is not reasonably practical.” RSA 91-A:2, III. “Any reason that

such attendance is not reasonably practical shall be stated in the minutes of the
meeting.” RSA 91-A:2, III(a). Note, of course, that a body which allows members to
participate electronically must still abide by the requirement that a quorum of the body
be physically present except in an emergency, as outlined above.  (Amendment to
policy 11092021)

G. The Board and the Library Director shall jointly prepare the annual budget and be
ready to answer any questions pertaining thereto at the budget hearings and town
meeting.

H. The Board shall be responsible for securing adequate funds to operate the library on a
level that fulfills the needs of the Town of Henniker.

I. Amendments to these policies may be proposed at any regular meeting and shall be
made known to members not present and shall be voted at the next meeting.
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SECTION I Governance 

2. Investment Policies - GENERAL

 Approved by Board of Trustees, 02/09/2010 

General 
The purpose of this policy is to outline general guidelines for the accomplishment of Library 
objectives while ensuring compliance with state and federal laws for the investment of funds 
dedicated to Tucker Free Library. This policy is also designed to outline internal controls over 
the safeguarding of fund assets. The investment policy retains management control of the 
Fund’s investment portfolio in the Trustees, subject to the guidelines of this policy. The overall 
portfolio should be managed in accordance with the Prudent Investor Rule. The definition is 
based on RSA31:25-b. 

“A prudent investment is one in which a prudent man would purchase for his own 
investment having primarily in view the preservation of the principal and the amount and 
regularity of the income to be derived there from.”

In carrying out these duties, the Trustees may retain an Investment Advisor to assist in 
managing the assets of the Fund. The Investment Advisor’s role is to provide guidance to the 
Trustees on matters pertaining to the investment of Fund assets including investment policy, 
monitoring Fund performance, and compliance of the Investment Policy. 

Objectives 
The primary objective of the Library’s investment activities is, in priority order:

1. To conform with all applicable federal, state and other legal requirements (legal).
2. To adequately safeguard principal (safety).
3. To provide sufficient liquidity to meet unanticipated needs.
4. To obtain a reasonable rate of return (yield).

Diversification 
It is the policy of the Tucker Free Library to diversify its deposits and investments by financial 
institution, by investment instrument, and by maturity scheduling. 

Trustee Responsibility 

• Retain a qualified Investment Advisor to assist in the development and implementation of the
investment policy.

• Establish the investment policy for the funds.
• Meet a minimum of twice per year to review investment performance and other issues that

may arise.

Investment Advisor Responsibility 

• Assist the Trustees of the Tucker Free Library in establishing the investment policy and
guidelines contained in this policy.

• Meet with the Trustees on a semi-annual basis to review investment performance and certify
compliance with the investment policy.
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TUCKER FREE LIBRARY INVESTMENT POLICY FOR CHARTER TRUST/BAR HARBOR FUND 

1. Purpose

It shall be the purpose of this policy to direct the investment activity of the
Tucker Free Library.

2. Objective

The objectives of investment activities shall be as follows: first, safety and preservation
of principal; second, liquidity; and third, maximizing the return for the fund.  With
respect to return or yield, the assets of the portfolio are to be invested for the benefit of
the Tucker Free Library to maintain or increase the purchasing power of the funds
principal and income over the long term, taking into account the primary objectives of
safety and liquidity.

Additionally, this document sets forth the Trustees’ wishes and criteria for use of funds.

Known to Town of Henniker as an “UNRESERVED FUND BALANCE” the Trustees have set
out use parameters to insure the long-term solvency of this conglomeration of funds
known as the “CHARTER TRUST ACCOUNT.”

SUBFUND STARTING BALANCE 
2010 

% OF 
FUND 

CHARACTERIZATION OF FUND 

Cammett, Helen $     5,001.13    3.15 UNRESTRICTED 

Childs, Anna $     7,247.14    4.41 RESTRICTED 

Soderstrom, Ann $ 189,147.45  88.28 UNRESTRICTED 

TD Bank Refund $     7,111.97    4.16 UNRESTRICTED 

TOTAL OF FUNDS $ 208,507.69 100.0 

The Trustees voted to designate any of the unrestricted funds in the Charter Trust 
Account as a board restricted endowment.  (RECORD OF VOTE & DISCUSSION RELATED 
TO DECISION FOUND IN MINUTES OF: 09082021) 

A Trustee vote at a later time could remove that designation. From an accounting and 
legal standpoint, the funds remain available for use, both principal and income, subject 
to a trustee vote and underlying town meeting spending appropriation. 

3. Spending Policy

The Tucker Free Library has adopted a spending policy rule that allows a percentage of
the average market value over the trailing three years to be used for capital
improvements and special projects.  It is the Trustees’ intention that these funds are not
to be used for general operating expenses.  The Tucker Free Library has a December 31
fiscal year end.  The allowable percentage rate is set to provide a relatively predictable
stream of income while maintaining a principal base that will grow.  The spending policy
and allowable percentage are reviewed annually by the Trustees and the investment
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manager.  The allowable percentage rate shall not exceed 1.5% unless approved by the 
Board of Trustees. 

4. Investment Authority

Professional guidance: Whenever required or deemed necessary by the trustees,
professional guidance will be requested of experienced professionals in the investment
field.  The Trustees will hire or employ the trust department or departments of a bank
or banks or a brokerage firm to assist in the management and investment of trust fund
resources in compliance with the investment guidelines outlined in this policy.

5. Responsibilities

a. In accordance with this policy, the Trustees shall periodically:
i. Review the acceptability of various asset categories

ii. Set guidelines for the percentage of various asset categories

iii. Monitor investment manager performance.

iv. Establish specific goals.

b. The Trustees have hired a professional investment manager, Charter Trust
Company.  The Trustees expect the assets to be managed over the long term.
They neither expect nor encourage high turnover, nor emphasis on the short
term.

c. Those investments that the Trustees oversee should not be for speculation, but
for investment, always considering the safety of capital as well as the probable
income.

d. The Investment Policy Statement should be reviewed and approved by the
Trustees at least annually.

6. Approved Investments

a. The Trustees shall select asset classifications, presently limited to domestic and
international common stock, preferred stock, U.S. government and corporate
bonds, mutual funds, exchange traded funds, and cash equivalents.

7. Constraints

a. Guidelines – Equities:

i. The percentage of the portfolio in common and convertible preferred
stock shall not exceed 65% nor fall below 35% of the total market value
of the portfolio.  The current target is 50%.
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ii. Equities purchases are restricted to those listed in the S&P 1500 & Global
700 indices and/or those approved by the Investment Manager unless
otherwise noted.

iii. For the purpose of diversification, no single equity should exceed 10% of
the total market value of the equity portion of the portfolio, except in
unusual circumstances.  The total value of a single company (equity or
fixed income) should not exceed 10% of the market value of the entire
portfolio.

iv. The equity portfolio shall at all times be well diversified across industry
groups as defined by Standard & Poor’s.  Although the Trustees prefer
not to specify precise weightings, the intent is to comply with common
law prudence.

b. Guidelines – Fixed Income and Cash Equivalents:

i. The percentage of the portfolio held in fixed income investments and
cash equivalents shall not exceed 65% nor fall below 35% of the total
market value of the portfolio.  The current target is 50% of total assets:
45% fixed income, 5% cash equivalents.

ii. Convertible bonds and preferred stock shall not exceed 15% of the total
market value of the portfolio.

iii. Corporate bonds shall at the time of purchase be restricted to
“investment grade” quality (BBB or better) by a nationally recognized
rating agency.

8. Reporting

The investment manager shall provide quarterly reports listing all holdings and 
transactions.  Additionally, the investment manager shall provide periodic 
reviews comparing portfolio performance to relative indices. 

9. Conflicts of Interest

Trustees shall refrain from personal business activity that could conflict with the 
investment program or could impair their ability to make impartial investment 
decisions. Trustees shall disclose any significant outside activity or interest that 
could be related to the investment performance. 
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Any deviation from these policy guidelines shall require the approval of the Tucker Free 
Library board of trustees. 

Approved by the Trustees: 

__________________________________ _________________ 
Trustee Date 

__________________________________ _________________ 
Trustee Date 

__________________________________ _________________ 
Trustee Date 

__________________________________ _________________ 
Trustee Date 

__________________________________ _________________ 
Trustee Date 

Addition to INVESTMENT Policy  
Added to Policy dated: 02/09/2010  
Approved by Board of Trustees, 09/08/2021 
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SECTION I Governance 

3. Tucker Free Library Bill Paying Policy

 Approved by Board of Trustees, 12/11/2018 

A. Bills arrive at the Tucker Free Library, either hard copies through mail or digital
copies through email.

B. Library director receives the bill, approves payment of the expense, assigns a
budget category for the expenditure.

C. The library director adds the payment information to the Treasurer’s Monthly Bill

Manifest.
D. If the bill is for an operational expense, then the bookkeeper pays the bill using

ONLINE Banking.
E. If the bill involves payment to a staff member or trustee, then the bookkeeper shall

prepare a check that the treasurer must sign.
F. Trustees will review and approve the monthly payment manifest as part of the

treasurer’s discussion of the monthly income/expenditure report.

Page 129
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SECTION II General Policies 

1. General Objectives

 Approved by Board of Trustees, 05/17/2011 

A. To provide for the residents of Henniker a center for information that stimulates the
knowledge, wisdom, culture, and pure enjoyment of reading and learning.

B. To assemble and administer in organized collections, books and related educational
and recreational materials.

C. To operate said library in accordance with the New Hampshire Library Laws (See
Appendix 2) and to strive to meet current standards set by the New Hampshire State
Library Development System.

D. To support the American Library Association Bill of Rights and “Freedom to Read”

Statement.  (See Appendix 3 and supplemental interpretations).

E. To strive for a quality collection of adult and children’s materials, including fiction and

nonfiction, a reference collection, periodicals and multimedia, while maintaining
objectivity in presenting varying points of view.

F. To cooperate with the district school libraries and other libraries within the New
Hampshire State Library Development System.
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SECTION II General Policies 

2. Library Patrons

 Approved by Board of Trustees, 05/17/2011 

All residents of Henniker may use the library after meeting the registration requirements. 
Individuals are required to show proof of residency. (See Appendix 4) 

A. A reciprocal agreement made by the librarians of Tucker Free Library and New
England College Library will be honored subject to review by said librarians.

B. PERMANENT FULL or PART-TIME Henniker Town Employees, Henniker Community
School Employees, and New England College faculty and staff who are not residents
of Henniker, may also use the library after showing proof of employment.  This
privilege is extended to the employee only.  Family members may not receive their
own cards.

C. Residents of neighboring towns may become registered patrons up payment of an
annual membership fee of $50.00.  User privileges shall be the same as for town
residents.

D. Library privileges may be denied by the librarian for due cause.  Such cause may be
failure to return books, failure to pay collection charges, destruction or damage to
library property, or any objectionable conduct on library premises.

E. Board of Trustees shall adopt procedures for recovering delinquent materials,
recovering overdue fines, and dealing with patrons who repeatedly return overdue
materials.  (See Procedure Section 5, PATRONS: Procedure for Recovering Overdue
Materials).

F. Rules of Conduct (See Appendix 6 for supporting explanations)

All library patrons are expected to practice reasonable, courteous behavior.  They are
expected to be considerate of others and respect the rights of other library users.

A person who demonstrates undesirable behavior will receive notice from staff that
such behavior or similar behavior is unacceptable.  Repetition or continuation of
undesirable behavior will result in the person having to leave the library and a
telephone call to the police if the person refuses to leave.

Parents are responsible for their children’s behavior in the library.  Children under the

age of seven (7) may not be left unattended in the library.

The library staff is not responsible for childcare.  In the event that a child is left
unattended after the library closes, library personnel are instructed to notify the
Henniker Police Department.
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SECTION II General Policies 

3. Services

 Approved by Board of Trustees, 05/17/2011 

A. Hours of Operation: The library shall be open sufficient hours to be in compliance with
the requirements of the New Hampshire Library Development System and to
adequately meet the needs of the community.

B. Provision of Requested Materials: The library staff shall use all means at their
disposal (i.e., interlibrary loan, referral to the appropriate agencies) to try to obtain
information and materials beyond its resources.

C. Circulation Policy & Check-out Limits: All library materials, except for the reference
collection, shall be loaned to registered patrons for the designated period of time as
stated in the procedures manual approved by the Trustees.  Certain unique or fragile
items are restricted to use within the building and in some cases used only under the
direct supervision of the Library Director (See Appendix 5).

D. Recovery of Overdue Materials:  Material that is overdue, lost or damaged must be
paid for as determined by the Library Director. Failure to do so could result in action
being taken in compliance with RSA 202-A:25 (See Appendix 6).

E. Internet Access: The Tucker Free Library provides free, unfiltered access to the
internet to anyone who signs an INTERNET USE AGREEMENT (See Appendix 7).
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SECTION II General Policies 

4. Gifts and Memorials

 Approved by Board of Trustees, 05/17/2011 

A. Books and other materials shall be accepted on the condition that the library has the
authority to make whatever disposition it deems suitable.  All materials thus acquired
must be designated as a gift. (Loans not acceptable).

B. Gifts of money, real property and/or stocks shall be accepted if the conditions
attached there to are agreeable to the Board of Trustees and in accordance with any
applicable laws.

C. To establish a Memorial Fund, a letter outlining the trust terms and conditions should
be submitted to the Board of Trustees for their review and acceptance.  The donor
shall meet with the Library Director to draft the letter.

D. The library reserves the right not to accept materials.

E. At each meeting, the Library Director will present, for Trustees’ approval, a list of all
monetary gifts donated to the library since the last meeting of Trustees.
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SECTION II General Policies 

5. Displays, Exhibits, Social Media & Photographs

 Approved by Board of Trustees, 05/17/2011 

A. Photographs: Staff members take pictures at various public events for the purpose of
publicizing programming opportunities available at the library.  The photos may be
used on the library website or as part of a public relations campaign in a press
release.  Efforts to maintain anonymity when using photos would include:

1. Photographing the group from behind.
2. Focusing the subject in relation to the object of attention (i.e., art work being

the focus or the book being read).
3. Seeking written consent before providing individual names in a press release.

B. Bulletin Board: A bulletin board shall be maintained where official notices of the Town
and Library, announcements of music and drama events civic programs and similar
items may be displayed with the permission of the Library Director.

C. Election Material: Election material of any type regarding the election of a candidate
political or otherwise, may not be displayed at the library or on its grounds.

D. Social Media Policy for the Tucker Free Library
1. Content will be created by Tucker Free Library staff to assist in fulfilling our

mission of providing access to knowledge and information that will inform,
educate, and serve the Henniker community.

2. Comments and postings from the public are allowed, but will be reviewed by
library staff for content.   Library staff reserves the right to review all comments
and postings, deleting comments and postings that fall within one of the following
categories:

a. Obscene, sexist, or racist content
b. Harassing library staff or other social media users
c. Private, personal information of another person without appropriate

consent or authority
d. Comments, postings, and/or hyperlinks not related to the content

created by library staff
e. Advertisements and solicitations

(Approved by Board of Trustees, 05/09/2017) 
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TUCKER FREE LIBRARY
MEETING SPACE POLICY

The meeting spaces in the library are intended for library programming and community use. First

priority for bookings of the meeting rooms will be reserved for Tucker Free Library programs or

programs sponsored by the library.

Any group not based in Henniker requesting use of a meeting room must show substantial

connection to the Town through its stated mission, service area or membership. TFL recognizes

the rights of free speech and free assembly.

Permission for a group to use library space does not constitute an endorsement of the group’s

philosophy or objectives by TFL.

No group will imply in its advertising or during the meeting that the library has sponsored or

supports its meeting, group or presentation.

Neither the name nor the address of the library may be used as the official address or

headquarters of a user.

No fees, admission or other charges, sales of any kind, or solicitation of funds will be allowed

unless the use is by or sponsored by the library.

Personal or family parties such as birthday parties, play dates, baby showers, etc. cannot be

hosted at the library.

Adjudicated family visits must be supervised at all times. If at any time, staff members or

other patrons become uncomfortable with the visit or feel threatened by any behavior, the

library reserves the right to ask the Henniker Police Department to escort all parties from the

building.

Rules for Using TFL Meeting Spaces

All general library policies apply.

Disruption of library function is not permitted. Staff retain the right to address disruptive

behavior or any kind.

Parents or guardians attending an event/approved use of the premises may not leave children

unattended in the main library or Children's Room.

Library staff will not assist in room setup, configuration, or troubleshooting of personal

technology devices that are not TFL sponsored functions.

Each group is responsible for set-up and break-down for its event in the meeting room itself.

All spaces must be vacated fifteen (15) minutes before library closing times.

An adult representative for each group using the library must be designated as the person responsible for

coordinating the meeting or program and for assuring that the program ends at the designated time.
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TFL assumes no responsibility for the safety of any private property brought onto the premises, nor for

injury to any persons attending the meeting.

Any damage to library property resulting from a meeting or program will be the responsibility of the

organization using the TFL.

Hours of Use and Room Capacities

The meeting rooms are available for use during the library’s normal operating hours.

For specific open and closing times check the library website.

Capacity of space will be discussed when booking.

Reservation times include setup and breakdown time.

All spaces must be vacated fifteen (15) minutes before library closing times.

The meeting rooms are not available for use on holidays on which the library is closed. If the library is

forced to close as a result of storms or other extraordinary circumstances, the closing will be posted on

WMUR and on the library web page. It is each organization’s responsibility to notify those who would be

attending any meeting. The library is not responsible for any cost incurred by any organization as a result of

such closing.

The Tucker Free Library reserves the right to alter these rules as deemed necessary by the Director in

conjunction with the Board of Trustees.

Adopted by Library Board of Trustees

1st reading 8/18/2023

Revisions from 8/18/2023

2nd reading 9/20/2023

3rd reading waived 9/20/2023

POLICY ADOPTED 9/20/2023
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SECTION II General Policies 

6. Pandemic Services

 Approved by Board of Trustees, 05/17/2020 

TUCKER FREE LIBRARY EPIDEMIC/PANDEMIC POLICY 

I: Definitions 
Epidemic:  A widespread occurrence of an infectious disease in a community at a particular time. 

Pandemic:  A pandemic is the worldwide spread of a new disease.  

Epidemic/Pandemic Plan:  An epidemic/pandemic plan differs from a general emergency 

preparedness policy or procedure. With an emergency preparedness policy, there is an assumption 

that staff will return to the building or begin rebuilding, almost immediately after the event or crisis 

(such as after a fire or storm, or if there is a utility shortage). If there is a serious infectious disease 

outbreak, recovery may be slow and limited staff, services, and hours may be necessary for an 

extended period of time. 

Appropriate Staffing Level:  For the purposes of this policy, Appropriate Staffing Level refers to the 

minimum number of qualified staff necessary to provide service safely and efficiently, as 

determined by the library director or his/her designee.  Should staffing levels drop because a staff 

member needs to leave and if replacement staff cannot be identified, the library director should 

consult with the board of trustees prior to deciding to close the facility.

II. Purpose and Specific Recommendations for Operational or Closure

Protocol
If there is a serious infectious disease outbreak, the library may be required to operate on limited 

staffing or take unique measures to help slow the spread of the illness, including service 

restrictions, limited hours of operation, or possible closure by order of local public health officials. 

Recovery from an epidemic/pandemic may be slow, as compared to a natural disaster or other 

physical crisis. It is important to ensure that core business activities of the library can be 

maintained for several weeks or more with limited staff and reduced hours due to an 

epidemic/pandemic. 

Seeing to the critical needs of the facility if the library is closed for an extended time. 

 Lock book drop on front porch.

 Put a large garbage bag on the book drop at rear of building since there is no lock.

 Submit payroll remotely.  Director should take laptop home.
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 If mail service is still running and staff is able, check mail weekly and pay bills if

possible.

 Walk through building weekly to make sure everything is functioning properly.

 Cancel weekly cleaning, schedule thorough sanitizing re-opening cleaning.

Means for continuing to provide information services for the public, such as online ordering 

of materials and pick up from a table in the lobby at certain times, or expansion of online 

services 

 Create a specific webpage to keep the community informed.

 Publicize downloadable content.

 If local or regional newspapers provide free access, include on website.  Include links

to local or regional health resources.

 Material may be placed on hold online.  Hold requests would be prepared for pickup

during limited library hours to reduce risk of contamination from social gathering.

 Determine methods for the handling and/or recovery of materials post-quarantine.

Accommodation of the needs of people in the community who may not have a home 

subscription to the local newspaper or a working home computer 

 Determine a mechanism to allow for printing of materials of a critical nature.

 Post emergency information on front door for community consumption.

 If limited hours are feasible, then remove computers that are in close proximity to

each other and relocate and/or provide access to library Chromebooks.

 Discourage social activities within the building.

Education of the public in advance of an epidemic 

 Provide instruction on the handling of materials if members of household are

quarantined.

 Eliminate video fines throughout the crisis.

 Eliminate overdue notification process throughout the crisis.

 Provide step by step instructions on how to renew materials.

 Provide step by step instruction on reading eContent.

 Provide access to any free resources that are available such as local and regional

newspapers, health department alerts, town notifications.

III: Suspension of Service and/or Library Closure 

Public Health Mandate 
The Tucker Free Library will close due to an epidemic/pandemic in the event of a mandate order or 

recommendation for closure issued by public health or government officials on the local, county, or state 

level. 

Specific criteria for closing the library 

 Limited staff availability.

 Town offices, school, White Birch, NEC closed.

 Mandated by local or regional officials
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Discretionary Service Level Changes 
At the discretion of the library director and in consultation with the board of trustees, the library 

may close, reduce its operating hours, or limit services temporarily in the event that there is not 

sufficient staff to maintain appropriate staffing levels or if unable to maintain adequate social 

distancing for health and safety. 

In the event of closure or reduction in operating hours, the library director or designee will 

maintain communication with staff, library Board of Trustees, and the Town Manager.   

Specific criteria for suspending story times and other library programs 

 Limited staff availability.

 School and/or White Birch experiencing outbreaks.

 Mandated by local or regional authorities.

IV: School Closure Due to Epidemic/Pandemic 
In the event that Henniker School District school is closed due to an epidemic/pandemic illness, the 

Tucker Free Library will remain open, but with reduced hours and services, unless one of the 

criteria for closing listed above is also met.  All library programs, special events, and meeting room 

reservations will be canceled.  Hours will be reduced and services will be restricted on any day in 

which Henniker schools are closed due to an epidemic/pandemic-related illness.   

V: Staffing 
Minimum staffing level for a temporary period of time is defined as two healthy employees 

available to be present at the library during all open hours.  An inability to maintain this temporary 

minimal level for more than two consecutive days will result in reduced hours or closing the library. 

 Our employees are cross-trained and can fit into any role.

 Assuming an epidemic/pandemic level closure or suspension of services, only essential

functions will be required.  ILL may be limited by State.  Acquisitions work may be

limited by availability of vendor and shipping.  Without acquisitions there will be no

need for the physical processing of materials.

 Director will pay any outstanding bills in need of immediate attention.  If the director is

unavailable, then bookkeeper can be consulted.  Treasurer should receive basic bill

paying instruction for the sake of continuity in case director and bookkeeper become

unable to fulfill their roles.

 Director has a binder in office titled “Lib Admin Emergency Management” which

contains relevant operational procedures.

 Director has created a chart of accounts and passwords.  This file is contained in the

office.

In providing service safely and efficiently, the following actions may be taken at the discretion of 

the library director or designee with consultation with the library Board of Trustees. 
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 Increased health/safety measures for staff (e.g., wearing of gloves, wiping down work

areas, etc.).

 Restricted access to areas in the library (e.g., closing floors or unmonitored areas for

safety).

 Social distancing practices in public areas.

 Reduction of open hours.

 Cancellation of all programs, special events, and meeting room reservations.

 Reallocation of employee responsibilities and shift/schedule changes to provide

coverage during open hours.

 Closure of the library.

If the library is open, employees are expected to report to work on time as scheduled, excluding 

any excused absences following the established Personnel Policy. In the event of closure, 

employees shall be compensated for their regularly scheduled hours.  If the library is closed or 

hours reduced, healthy employees may be assigned work-at-home tasks to be completed in their 

compensated hours.   

VI: Communication 
In the event of closure necessitated by epidemic/pandemic, effective communication about any 

reduction in services or open hours must be announced in a timely manner.   

Communications plan for reaching staff and for communicating with the public. 

 Update emergency call list.

 Make WMUR closing login information available to staff and trustees.

 Update website and Facebook as needed. Include directions for materials and hours.

 Facilitate Google Hangouts Conversation for emergency communication with

Trustees, Staff, and Friends.

VII: Prioritization of Services 
Priority will be given to the following essential services: 

 Information services for the public, both in-person and online.

 Payroll.

 Accounts Payable.

 Facility Maintenance.

In the case of reduced staffing or reduced hours of operation, the library director or designee will 

prioritize service-related tasks and assign the daily work plan to staff. 
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VIII: Additional Concerns Related to Library Services 
Policies for social distancing -- that is, removing a number of chairs so people aren't sitting 

close to each other, or limiting the number of people who can come in at any one time, or 

taking out coat racks, and similar actions that keep people and their belongings separate 

from each other. 

 If limited hours are feasible then remove computers that are in close proximity to

each other and relocate and/or provide access to library Chromebooks.

Provision of masks and gloves along with the training of staff in their removal and disposal. 

 Make personal protection equipment (PPE) available if needed.

 Provide public education on handling of materials if members of households have flu

or virus.

 Educate and practice universal precautions.

Standards for the cleaning of bathrooms, railings and door knobs, telephones, keyboards, 

counters, and cleaning of workstations/offices of employees who go home sick, emptying of 

wastebaskets, etc.  

 Disinfect railings and door knobs.

 All staff will wipe down their work stations before handing off to new staff member.

This includes telephone, keyboards, and desk tops.

 Refrain from eating at circulation desk.

 Empty and tie off bag in all wastebaskets before being placed in larger bag.

TUCKER FREE LIBRARY EXISTING POLICY FOR EMERGENCY CLOSURE WEATHER/PUBLIC HEALTH 

EMERGENCY 

EMERGENCY CLOSURE WEATHER/PUBLIC HEALTH EMERGENCY – ADEQUATE STAFFING.  In order to 

provide the best service, the Tucker Free Library is open for scheduled service whenever possible, 

so long as adequate staffing is available.  For the purpose of operation of the library, adequate 

staffing means that two employees are available to work but ideally, three should be available to 

provide scheduled breaks for all employees.  

1. The library is, however, concerned about the safety of its patrons and employees.

During extreme weather situations or community emergencies the Director or

his/her designee may close the Tucker Free Library by the authority of, and time

permitting, prior consultation with the Chair of the Tucker Free Library Board of

Trustees.  If such an event occurs, the Director or his/her designee will inform Town

Administrator of the decision.  The Director or his/her designee will also inform local

media outlets of the closing, change the message on the library answering machine,

and post the closing on the library website.
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2. Library staff scheduled to work will be paid for their regularly scheduled hours for

the day, or portion of the day, that the library closes for the weather situation or

community emergency.

3. If the library remains open but staff members feel they cannot make it into work or

must leave early, they may opt to use vacation time or take unpaid leave.

 (Approved by Board of Trustees, 6/16/2015) 
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SECTION III Collection Development 

Materials Collection  

 Approved by Board of Trustees, 06/28/2011 

A. Acquisition Responsibility:  The ultimate responsibility for selection policy lies with the
Board of Trustees.  Customarily, the Board of Trustees delegate to the Library
Director the authority and responsibility to select materials for the development of the
collection.  At the discretion of the Library Director, some selection responsibility may
be delegated to other staff.

o Materials will be selected through various means including published
reviews in recognized periodicals and newspapers, publisher’s preview

collections, bibliographies and other professional resources.

o Materials will be judged using the applicable guidelines of collection needs,
literary quality, accurate information, favorable reviews, timeliness and
presentation of all points of view concerning issues.

B. Censorship:  Selection of materials for the adult collection will not be affected by the
fat that children may obtain literature that their parents consider inappropriate.
Ultimate responsibility for the use of reading materials by children rests with their
parents or legal guardians.

C. Request for Reconsideration:  If a patron objects to an item in the library collection,
their written and signed objection will be required on a standard form provided by the
library.  This formal objection will be reviewed at a regular Trustees’ meeting and the

patron will receive a written reply (See Appendix 8).

D. Collection Analysis & Maintenance:  The collection will be evaluated on a continual
basis and systematic withdrawal of materials will occur.  Material will be discarded
when they have been judged to be dated, inaccurate, seldom used, in poor condition
or otherwise no longer appropriate.
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SECTION IV Management & Personnel Policies 

1. General Definitions

 Approved by Board of Trustees, 10/25/2011 

A. Employee:  An individual hired by the board or the library director to work for the
library.  Individual employed by the library may fall into one or more of the following
categories:

1. Full Time:  An employee who regularly works 37.5 hours or more per week for
12 or more consecutive calendar months, who has satisfactorily completed a
probationary period and whose appointment has been accepted by the board.
The customary work week for full time employees is 37.5 hours.

2. Part Time:  An employee who works less than 37.5 hours per week for or
more calendar months.

3. Temporary/Seasonal:  An employee who works either full time or part time,
but for a limited time or irregular basis.

4. Exempt Employees:  An individual who is not eligible for overtime pay or
minimum wage regulations because he/she is classified under the category
“executive,” “administrative,” or “professional” employee as defined by the Fair

Labor Standards Act.
5. Non-Exempt Employees:  An individual who is eligible for overtime or

compensatory time off for hours worked in excess of 40 hours per week.
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SECTION IV Management & Personnel Policies 

2. Job Descriptions

REVIEW OF JOB DESCRIPTIONS.  Library trustees will review and update position 
descriptions every three years. 

A. Library Director – Appendix 9
B. Community Relations Coordinator – Appendix 10
C. Youth Services Coordinator – Appendix 11
D. Adult Services Coordinator– Appendix 12
E. Library Services Weekend Manager – Appendix 13
F. Library Page – Appendix 14
G. Library Assistant: Substitute - Appendix 15
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SECTION IV Management & Personnel Policies 

Employment Policies  

 Approved by Board of Trustees, 05/06/2009 

A. HIRING:  The Board of Trustees shall hire the Library Director.  All other personnel
shall be recruited and hired by the Library Director in consultation with the Trustees.
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SECTION IV Management & Personnel Policies 

Employment Policies  

C. EMPLOYMENT OF MINORS:  Need to add this to address State Labor Laws (See
Appendix 16).
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SECTION IV Management & Personnel Policies 

Employment Policies  

D. PROBATIONARY PERIOD:  There shall be a probationary period of three (3)
months for each new employee.  During this time, or at the end of the probationary
period, the employee may be discharged without cause.  Successful completion of
the probationary period includes demonstrated competency in policies and
procedures mandated by the Town Safety Committee (See Appendix 17) and Library
Training Competencies Checklist (See Appendix 18).
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SECTION IV Management & Personnel Policies 

Employment Policies  

E. COMPENSATION:  Staff members and employees shall be paid weekly, for the prior
week’s work, on a schedule in accordance with Town payroll.  Compensation shall

be reviewed annually and raises shall be retroactive to January first of the current
year, as long as the individual is still employed in the same capacity by Tucker Free
Library when the library’s budget is voted on at that year’s annual town meeting.
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SECTION IV Management & Personnel Policies 

Employment Policies  

F. REIMBURSEMENT FOR ON-CALL PERSON:  In the event the director is
unavailable for an extended period of time, a senior staff member will be designated
as the “On-Call Person.”  The “On-Call Person” shall be paid their hourly rate if there

is an occurrence where they are called to assist staff members dealing with an issue
at the library.  This staff member will be reimbursed for the duration of the event that
required their attention or a minimum of three hours of call-in pay.  (This follows the
policy of the Town of Henniker.)

(Approved by Board of Trustees, 4/11/2017) 
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SECTION IV Management & Personnel Policies 

Employment Policies  

G. REIMBURSEMENT:  Library Director will be reimbursed and approve
reimbursement of staff member for any expenses incurred on behalf of the Library.

Page 151



TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL 

SECTION IV Management & Personnel Policies 

Employment Policies  

H. EMPLOYEE BENEFITS:  Benefits defined as health insurance, group life insurance
and membership in the New Hampshire retirement system will be offered to full time,
salaried staff members.  Part-time staff members will not be eligible for the above
mentioned benefits.

Benefits and salary are specific to job title/position.  If an employee changes from a
position that accrues sick leave to a position that does not accrue sick leave, any
accumulated sick leave shall be forfeited.  In this situation, compensation shall be
paid for vacation time earned prior to change in job title/position.
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SECTION IV Management & Personnel Policies 

Employment Policies  

I. TRAINING OR DEVELOPMENT OF STAFF:  Personnel shall be encouraged to
participate in library associated meetings.  Trustees may direct staff members to
attend training providing expenses and costs are paid for by the library.  At the
discretion of the Trustees, educational workshops might be paid for by the library.
Payment may include mileage, cost of course/actual time in class, and any other
related expense.  Advance agreement must be obtained by the Trustees.
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SECTION IV Management & Personnel Policies 

Employment Policies  

J. PERFORMANCE EVALUATIONS, MERIT AND COLA INCREASES: The performance
review provides an opportunity to compare performance relative to position
requirements and to formulate job goals. Performance evaluations generally will be
performed annually using appropriate tool as approved by the Board.  Evaluations
may be more frequent for new staff members. Staff members will be given the
opportunity to review written evaluations, to discuss evaluations with a supervisor and
to respond in writing to the evaluations contents. The staff member will be asked to
sign the evaluation to acknowledge its receipt. The evaluation and the staff member’s

comments, if any, will become a part of the staff member’s personnel file. The Library

Director generally will be reviewed by the Board of Trustees annually.

As per the Town of Henniker Employee Evaluations and Merit Increase policy dated 
05/04/2021, “employees will be eligible for an annual merit pay wage increase 

between zero percent (0.0%) and four percent (4.0%) based upon the results of the 
annual performance evaluation process.”  

These evaluations are to be conducted in advance of annual budget discussion which 
traditionally begins at the October Trustees Board meeting.  The director will calculate 
the amount each employee is eligible to receive.  The director will only report the total 
amount of the merit increases to maintain personnel confidentiality.  This amount will 
be identified on the budget worksheet for trustees as MERIT INCREASE.   

As stated in the Town of Henniker policy on salary increases, “Merit pay increases will 
not be diminished because of financial considerations of the Department or the Town.”

Additionally, the Town of Henniker follows the State of New Hampshire employee pay 
parameters with regard to Cost of Living Adjustments (COLA).  The COLA increase is 
based on the negotiated contract of state employees. The Town of Henniker has 
mirrored this practice, using the State of New Hampshire COLA figures since 1971.  

The Board of Selectmen approve the COLA figure in advance of budget deliberations. 
Department heads are notified of the figure.  COLA is not performance based. All 
employees receive COLA in addition to their calculated performance-based MERIT 
increases.   Once the COLA figure has been determined, the director will calculate the 
amount each employee will receive.  The director will only report the total amount of 
the COLA increase to maintain personnel confidentiality. This amount will be included 
in the budget worksheet and identified for trustees as COLA INCREASE. 

It is the practice of the Tucker Free Library to wait until the pay period immediately 
following Town Meeting to finalize and notify employees of their actual pay increase.  
The director and treasurer then prepare a memo, requesting payment for all employee 
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pay considerations, retroactive to January 1st of each year.  The amount is based on 
the number of hours the employee has worked since January 1. 

(Amended PERFORMANCE Evaluation Policy 

Replaces Policy J approved 01/13/2005 

First Reading: 09/08/2021 

Second Reading:10/13/2021 

Approved by Board of Trustees, 10/13/2021) 
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SECTION IV Management & Personnel Policies 

Employment Policies  

K. EMPLOYEE CONCERNS:  To promote a spirit of teamwork and to minimize
possible difficulties and misunderstandings; staff members are encouraged to raise
any questions, suggestions or concerns directly with a supervisor.  Any such
concern should be presented to the Library Director so the concern can be
discussed openly and resolved in a mutually respectful manner.  If a concern still
exists after meeting with the Library Director or if such a meeting would not
adequately address the concern, the staff member or the Library Director may
contact the Chair of the Board of Trustees to discuss the concern further.
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SECTION IV Management & Personnel Policies 

Employment Policies  

L. LONGEVITY BONUS (Based on Town of Henniker Personnel Policy Change)

(Approved by Board of Trustees, 05/19/2021) 

The Tucker Free Library provides longevity pay to full-time employees based on years 
of service as follows: 

Years of Service Annual Payment 
3-5 Years $250.00 
6-10 Years $500.00 
11-15 Years $750.00 
16-20 Years $1,000.00 
21 or more $1,250.00 

Payment shall be made annually on the payroll that includes the employee’s 

anniversary date.  Upon termination of employment with the Tucker Free Library, 
employees shall receive longevity pay pro-rated for the number of days of longevity in 
that year calculated from the employee’s anniversary date to the day employee 

terminates. 

The Tucker Free Library provides longevity pay to part-time employees based on 
continuous years of service as follows: 

Years of Service Annual Payment 
3-5 Years $125.00 
6-10 Years $250.00 
11-15 Years $375.00 
16-20 Years $500.00 
21 or more $625.00 

Payment shall be made annually on the payroll that includes the employee’s

anniversary date.  Upon termination of employment with the Tucker Free Library, 
employees shall receive longevity pay pro-rated for the number of days of longevity in 
that year calculated from the employee’s anniversary date to the day employee

terminates. 

The amount of payment will be based on the status (part time/full time) of the employee 
on their anniversary date. 

1st Reading: April 24, 2021 
2nd Reading: May 19, 2021 

Final Reading/Approved:  May 19, 2021 
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SECTION IV Management & Personnel Policies 

Leave Policies 

A. SICK LEAVE:  Sick leave is a fringe benefit to be used for employee or immediate family
member* illness, bodily injury or medical appointment that cannot be otherwise scheduled.
Sick leave cannot be taken until earned.  After completion of a probationary period staff
members shall accrue sick leave according to the following table:

DESIGNATION REQUIRED HOURS ACCRUAL RATE ACCRUAL MAX 
Full Time 8 HRS/Month 520 HRS (effective 

6/1/12) 
Part Time Minimum 30 

HRS/WK 
3.5 HRS/Month 72 HRS Maximum 

Part Time Minimum 20 
HRS/WK 

2.0 HRS/Month 40 HRS Maximum 

* “Immediate family” is defined as spouse, domestic partner, parent, or child.

1. The library will pay one-third (1/3) of the accumulated sick leave on the books upon
retirement.  Retirement must be approved by the Board of Trustees and
qualifications established by the New Hampshire state benefit provider (currently
the NH Retirement System).

2. If an employee terminates service and is not eligible for retirement or is discharged
by the library, accumulated sick leave will not be compensated.

3. An employee may utilize his/her sick leave allowance, upon notification of the
department head/supervisor.

4. Employees receiving occupational injuries or illness in the line of duty shall receive
medical care and compensation as provided by worker’s compensation.  All claims

must be reported to department head/supervisor and the office of the selectmen
immediately, but in any case, no later than forty-eight (48) hours.  The selectmen’s

office shall submit an “Employer’s First Report of Injury or Occupational Disease”

to the Department of Labor.

5. Occupational injury/illness is not treated as sick time.  At no time does an
employee receive both sick pay and disability pay, although sick leave may assist
in providing the employee in making up the difference between the funds provided
by worker’s compensation, short or long term disability, and the amount provided in

their regular net weekly wage.
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6. If an employee is absent due to illness/injury the library can request documentation
from a physician regarding the ability to resume normal duties.  If the employee
refuses to provide such certification, his/her employment may be terminated.

7. It is required that the employee must contact the department head prior to the
normal start time to explain the reason(s) for the absence.  This may be waived if
the employee states a just cause why he/she was unable to contact the supervisor.

8. The Board of Trustees may have an independent physician examine, at library
expense, an employee who, in the Library Director’s opinion, may not be entitled to

sick leave.

Approved by Board of Trustees, 06/16/2015 
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SECTION IV Management & Personnel Policies 

Leave Policies 

B. VACATION:  Shall be scheduled with prior approval and at the discretion of the Library
Director.

Upon retirement, resignation or discharge the staff member shall receive compensation for 
any unused and/or accrued vacation time due. 

DESIGNATION REQUIRED 
SERVICE 

ACCRUAL RATE ACCRUAL 
MAX 

Full Time Up to 6 YRS 1.75 HRS/WK 120 HRS 
Full Time Over 6 YRS 2.5 HRS/WK 160 HRS 
Full Time 10-15 YRS 3.0 HRS/WK 200 HRS 
Full Time 16-20 YRS 3.5 HRS/WK 240 HRS 
Part Time (20HRS/WK) Up to 6 YRS 1.25 HRS/WK 65 HRS 
Part Time (20 HRS/WK) Over 6 YRS 1.75 HRS/WK 90 HRS 
Part Time (Min 20 HRS/WK) 30 Weeks 2% HRS Work/Month 50 HRS 
Part Time (Less than 20 
HRS/WK) 

30 Weeks 2% HRS Work/Month 20 HRS 

(Approved by Board of Trustees, 9/18/2012) 

Page 160



 
 

TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL 

SECTION IV Management & Personnel Policies 

Leave Policies 

C. HOLIDAYS

The Tucker Free Library honors eleven (12) paid holidays as follows:
Columbus Day 
Veterans Day 
Thanksgiving Day 
Thanksgiving Friday 
Christmas Day 

New Year’s Day
Martin Luther King Day 
President’s Day
Memorial Day 
Juneteenth 
Independence Day 
Labor Day 

In addition, the board will determine one (1) additional holiday which may change from year to 
year. The specific date will be set by the board after receiving input from the employees and will 
be a day off for all employees. The trustees will set the annual holiday calendar and approve 
dates for Holiday Time Bank expiration as provided by the director at their meeting in 
November. 

Employees who are absent for unauthorized reasons on the day preceding and/or following a 
holiday shall forfeit holiday pay and not earn time in their holiday bank time for said holiday. 

Full-time employees shall be granted paid holiday time. Permanent part time employees who 
work 20 hours or more per week for more than 30 weeks shall be granted paid holiday time on a 
pro-rated basis. If the employee works fewer than 20 hours per week and/or has been on staff 
for less than 30 weeks, that employee will in the event the holiday falls on a work day, be paid 
for the time usually worked but not earn holiday bank time.  Substitutes or occasional 
employees who are not regularly scheduled are not eligible for holiday pay or to earn holiday 
bank time. 

When a specific holiday falls within an eligible employee’s approved vacation period, that day 

shall not be considered a vacation day. 

Any employee who is not scheduled to work on a calendar holiday will earn holiday bank time 
and be given the opportunity to schedule another work day off with pay, such day to be at the 
discretion of the library director.   

All holiday bank time must be used within four weeks of the holiday.  If the time is not used 
within four weeks, then the time is forfeited.  If, upon discussion with library director, it is not 
convenient for a staff member to use their holiday bank time because of library scheduling 
conflicts, then the director and staff member can make accommodations to extend the use of 
holiday bank time by up to four additional weeks but, the time cannot be used in combination 
with other holiday bank time. 

Upon termination or resignation from employment, any holiday bank hours are forfeited and no 
pay will be provided in lieu of those hours.  
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SECTION IV Management & Personnel Policies 

Leave Policies 

D. PERSONAL LEAVE:  Full time and part time staff members may request a leave of
absence with pay for important personal reasons.  Requests for personal leave should be
submitted in writing to the Library Director.  The request should explain the reason for the
leave and the period of such leave.  All personal leave must be approved by the Board of
Trustees.

1. Personal leave is granted at the Library’s discretion and, as a general rule, a leave of
absence in excess of 12 weeks will not be granted.

2. Leave without pay due to sickness will not be granted until all of the employee’s sick

leave has been exhausted.

3. The Library will make every reasonable effort to reinstate the staff member to his/her
same position or similar position at the end of an authorized personal leave; however,
there is no guarantee of reinstatement at the end of such leave.

4. No vacation or sick time will be accumulated during personal leave.

5. Leave of absence time will not be counted toward service.

6. Failure on the part of an employee to report promptly at the expiration of the leave of
absence except for satisfactory reasons submitted in advance shall be cause for
dismissal.

7. While on leave of absence, payments for all insurance coverage – medical, dental,
disability – other than worker’s compensation, shall be made by the employee to the

Town of Henniker at least ten (10) days in advance of remittance date of such
insurance, if the employee wishes to continue insurance coverage during his/her
leave of absence.  The employee must sign an agreement to this effect if he/she
wishes to continue coverage, and must understand that coverage will be terminated if
payments are not made when due.

8. In the event an employee is on an extended leave of absence – two or more months
– and does not make payments to cover insurance premiums, said individual may be
unable to readmitted to the insurance pool until the open enrollment period
established by the insurance carrier.

 (Approved by Board of Trustees, 6/16/2015) 
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SECTION IV Management & Personnel Policies 

Leave Policies 

E. EMERGENCY CLOSURE WEATHER/PUBLIC HEALTH EMERGENCY – ADEQUATE
STAFFING.  In order to provide the best service, the Tucker Free Library is open for
scheduled service whenever possible, so long as adequate staffing is available.  For the
purpose of operation of the library, adequate staffing means that two employees are
available to work but ideally, three should be available to provide scheduled breaks for all
employees.

1. The library is, however, concerned about the safety of its patrons and employees.
During extreme weather situations or community emergencies the Director or his/her
designee may close the Tucker Free Library by the authority of, and time permitting,
prior consultation with the Chair of the Tucker Free Library Board of Trustees.  If such
an event occurs, the Director or his/her designee will inform Town Administrator of
the decision.  The Director or his/her designee will also inform local media outlets of
the closing, change to message on the library answering machine, and post the
closing on the library website.

2. Library staff scheduled to work will be paid for their regularly scheduled hours for the
day, or portion of the day, that the library closes for the weather situation or
community emergency.

3. If the library remains open but staff members feel they cannot make it into work or
must leave early, they may opt to use vacation time or take unpaid leave.

(Approved by Board of Trustees, 6/16/2015) 
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SECTION IV Management & Personnel Policies 

Leave Policies 

F. MILITARY LEAVE:  Any employee of the Library may take military duty or training leave in
accordance with the Uniformed Services Employment and Pre-Employment Rights Act of
1994 (USERRA) and applicable state law.  Military leaves of absence are without pay;
however, an employee may use accrued vacation time during such leave.  Reinstatement
rights will be in accordance with USERRA.

1. All requests for military leave as prescribed by RSA 110-B:16 must be accompanied
by official orders stating dates of commitment.  The following policy should be in
effect for as long as the member is in good standing of the US Military Service.
Should an employee be convicted of crimes while in active service the policy will not
apply.  No sick or vacation leave will accrue while on active duty.

2. The policy should be only for Full-Time employees, enrolled in NHRS and current
Town sponsored health insurance program.

3. Retirement Policy:  In the event an employee is paid more by the Town of Henniker
than he will earn while in active military service, the Town will continue to pay said
employee at the current salary level for up to a period of one year, providing the
employee surrender the wage portion of his military pay to the Town of Henniker.
(Subject to annual December review by BOS).  Said method would allow the
employee required contributions to continue to be paid by the employee and then the
Town will provide its normal contribution which is dictated by the State of NH NHRS.

In the event an employee is paid less by the Town of Henniker, than he will earn 
while on active military service, the Town will report up to his normal wages that 
would have been paid to NHRS, providing the employee provides evidence of all 
wages paid by the Federal Government.  In order for the Town of Henniker to pay its 
portion of the retirement benefit, said employee would need to pay the Town of 
Henniker the employee’s required withholding portion of their contribution.  If an 
employee does not remit his portion, wages will not be reported to the NHRS and the 
Town portion will not be remitted. 

4. Benefit Insurances: While in active service, the Federal Government has regulations
regarding the health insurance coverage of its members of military that have been
activated.  This policy shall adjust to accommodate the provisions of any military
mandate.  The employee will be transferred to the government health insurance
program and continuation of the Town coverage will act as a supplement to the
government insurance bringing the terms and condition to be equal to the currently
held town insurance.  The balance of any family members on the policy will be
covered according to the policy the town holds with the current health insurance
carrier.

Page 164



TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL 

Short term disability, long term disability and life insurance are not benefits that the 
town can offer the employee as provisions within these insurance prohibit active 
military personnel from participating. 

(Approved by Board of Trustees, 6/16/2015) 
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SECTION IV Management & Personnel Policies 

Leave Policies 

G. JURY DUTY:  Any employee who is summoned and reports for jury duty, as prescribed
by applicable law, shall be paid by the Library an amount equal to the regular pay the
employee would have received if not called for jury duty.  The employee will reimburse the
library for the amount of the daily jury duty or subpoena fee paid by the court or agency (not
including travel allowances or reimbursements of expenses) for each day on which she/he
otherwise would have been scheduled to work for the Library.  In order to receive payment,
an employee must provide the Library proper notice that she/he reported for or performed
jury duty on the days for which she/he claims such payment.

(Approved by Board of Trustees, 6/16/2015) 
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SECTION IV Management & Personnel Policies 

Leave Policies 

H. BEREAVEMENT LEAVE:  Staff members will be granted emergency leave with pay not to
exceed 3 days when absence is required by the death of a member of the immediate family
or member of one’s household to include:

Spouse Domestic Partner 
Brother Child 
Sister  Mother 
Mother-in-Law Father 
Father-in-Law 

A special leave of one (1) working day with pay for the purpose of attending the funeral shall 
be granted for an employee in the event of the death of the employee’s:

Grandmother Brother-in-Law 
Grandfather Sister-in-Law 
Grandchild Cousin 
Aunts  Uncles 

Then number of days granted for bereavement leave may be extended with library director’s

approval.  Accumulated compensatory time, annual vacation or sick time may be used if a 
further extension of time is needed. 
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SECTION IV Management & Personnel Policies 

Leave Policies 

I. CRIME VICTIMS:  The New Hampshire Crime Victim Employment Leave Act RSA 275:61
became effective on January 1, 2006.  The Town of Henniker Crime Victims Policy below
complies with this law.

A. Definitions:  For purposes of this policy:

1. “CRIME” means an offense designated by law as a felony or a

misdemeanor.
2. “VICTIM” means any person who suffers direct or threatened physical,

emotional, psychological, or financial harm as a result of the commission or
the attempted commission of a crime.  “VICTIM” also includes the

immediate family of any victim who is a minor who is incompetent or the
immediate family of a homicide victim.

3. “IMMEDIATE FAMILY” means the father, mother, stepparent, child,

stepchild, sibling, spouse, grandparent, or legal guardian of the victim; or
any person involved in an intimate relationship and residing in the same
household with the victim.

B. RIGHT TO LEAVE WORK:  The Town of Henniker will permit an employee who
is a victim of a crime to leave work so that the employee may attend court or other
legal or investigative proceedings associated with the prosecution of the crime.
This time will be considered authorized unpaid leave of absence.  The employee
will not lose seniority while taking this leave.

C. SUBSTITUTION OF PAID LEAVE:  The employee must substitute any accrued
vacation leave, personal leave and/or sick leave for any part of the unpaid leave
provided for under this policy.

D. NOTICE REQUIRED:  Before taking leave under this policy, the employee must
provide the Town Administrator with a copy of the notice of each scheduled
hearing, conference, or meeting that is provided to the employee by the court or
agency responsible for providing notice to the employee.  The Town Administrator
will maintain the confidentiality of any written documents or records submitted by
the employee relative to the employee’s request for leave under this policy.

E. LIMITATIONS OF LEAVE:  The Town Administrator may limit the leave provided
under this policy if the employee’s leave creates an undue hardship to

departmental business.

F. NO DISCRIMINATION:  The Town will not discharge, threaten or otherwise
discriminate against any employee regarding the employee’s compensation,

terms, conditions, location or privileges of employment because the employee has
exercised his or her right to leave work as provided under this policy.  Complaints
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of discrimination should immediately be brought to the attention of the Town 
Administrator or Board of Selectmen.  Complaints of discrimination will be 
investigated and, if appropriate, remedial action will be taken. 
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SECTION IV Management & Personnel Policies 

Voluntary or Involuntary Terminations 

 Approved by Board of Trustees, 05/06/2009 

Upon retirement, resignation or discharge the staff member shall receive compensation 
for any unused and/or accrued vacation time due.  If an employee terminates service or 
is discharged by the Library, accumulated sick leave will not be compensated. 

A. RESIGNATION:  The Library Director shall give four (4) weeks’ notice to the Board of

Trustees, in the event of his/her resignation.  Other staff members shall give two (2)
weeks’ notice.  All resignation shall be submitted in writing.  The Trustees reserve the

right to pay a staff member in lieu of working through the notice period.  Upon leaving
employment, staff members and other employees must return all Library property,
including but not limited to, manuals, pass codes and security codes.
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SECTION IV Management & Personnel Policies 

Voluntary or Involuntary Terminations 

 Approved by Board of Trustees, 05/06/2009 

Upon retirement, resignation or discharge the staff member shall receive compensation 
for any unused and/or accrued vacation time due.  If an employee terminates service or 
is discharged by the Library, accumulated sick leave will not be compensated. 

B. RETIREMENT: To terminate employment or service upon reaching retirement age, a
staff member who is eligible to begin receiving State of NH retirement or Social
Security benefits.  The library will pay one third of the accumulated sick leave on the
books upon retirement.
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SECTION IV Management & Personnel Policies 

Voluntary or Involuntary Terminations 

 Approved by Board of Trustees, 05/06/2009 

Upon retirement, resignation or discharge the staff member shall receive compensation 
for any unused and/or accrued vacation time due.  If an employee terminates service or 
is discharged by the Library, accumulated sick leave will not be compensated. 

C. REMOVAL & TERMINATION:  The Library Trustees shall discharge or remove
employees upon receipt of evidence constituting malfeasance, misfeasance,
inefficiency in office, incapacity or unfitness to perform said person’s duties.  Prior to

such discharge or removal, the Trustees shall prepare a statement explaining the
grounds for removal or discharge, signed by the majority of the Board.  Such notice
shall be given to the employee not less than 15 calendar day nor more than 30
calendar days prior to the discharge or removal effective date.  Upon receipt of said
notice and within 30 calendar days thereafter, but not otherwise, the employee may
request a public hearing.  If such request is made, the Library Trustees shall hold a
public hearing on such discharge or removal.  The hearing shall be held not more
than 30 calendar days after receipt of the request for the hearing, and the Trustees,
upon due hearing, shall find good cause for the discharge or removal of the
employee, they shall order the employee’s discharge or removal from office.  There
shall be no change in salary of such person during the proceedings for discharge or
removal until the final effective date of the order for discharge or removal in
accordance with RSA 202-17 (See Appendix 21).
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Appendix 1 

Vacancy on Board of Trustees 

Section 669:75 

669:75 Vacancies in Other Offices. – Vacancies in the offices of constable, sewer 
commissioner, town assessor, overseers of public welfare, library trustee, and any other 
optional offices where no other method of filling a vacancy shall be provided by vote of the town 
shall be filled by appointment made by the board of selectmen. 

Source. 1979, 410:1, eff. July 1, 1979. 
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Appendix 2 

New Hampshire Library Laws 

TITLE XVI 
LIBRARIES 

CHAPTER 202-A 
PUBLIC LIBRARIES 

See pages 208-217 for complete text
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202-A:18 Discontinuance of Library. – Any town now maintaining a public library
established by expenditure of town funds may by majority vote at a regular town meeting 
discontinue said library. In case of such discontinuance, the library property of the town may be 
loaned or disposed of by the library trustees, subject to the approval of the commissioner of 
cultural resources. The provisions of this section shall not apply in cases where a public library 
has been acquired by the town in whole or in part by donation or bequest.  

Source. 1933, 60:2. RL 15:54. RSA 202:5. 1963, 46:1. 1985, 268:41. 1990, 73:1. 1998, 363:3, 
eff. Aug. 25, 1998. 

Section 202-A:19 

202-A:19 Defunct Libraries. – When a public library in any town shall, as such, cease to
function, all books or other property given by the state for the use of said library or purchased 
with state funds shall be returned to the state by the selectmen of said town, delivery to be 
made to the commissioner of cultural resources, who shall have the power to retain, sell, 
distribute, or otherwise dispose of such returned books or property as in its judgment seems 
wise.  

Source. 1917, 59:1. PL 10:58. 1927, 82:5. RL 15:62. RSA 202:13. 1963, 46:1. 1990, 73:1. 
1998, 363:3, eff. Aug. 25, 1998. 

Section 202-A:20 

202-A:20 Custody of Publications. – Any town clerk, board of selectmen, or others having
custody of the books, pamphlets, and public documents that have been sent to the towns by 
the departments of state government may, with consent of the librarian, transfer these 
publications to the public library, upon condition that they be included in the catalogues of the 
library and be made accessible to the public.  

Source. 1913, 48:1. PL 10:60. RL 15:64. RSA 202:15. 1963, 46:1, eff. July 1, 1963. 

Section 202-A:21 

202-A:21 Penalties. – Any town or library official violating any of the provisions of this
chapter shall be guilty of a misdemeanor. 

Source. 1917, 59:1. PL 10:61. RL 15:65. RSA 202:16. 1963, 46:1. 1973, 529:38, eff. Oct. 31, 
1973 at 11:59 p.m. 

Section 202-A:22 

202-A:22 Custody and Control of Trust Funds. – Trust funds given to towns and cities for
the use of a public library shall be held in the custody and under the management of the 
trustees of trust funds. The entire income from such funds shall be paid over to the library 
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Appendix 3 

Library Bill of Rights 

The American Library Association affirms that all libraries are forums for information and ideas, 
and that the following basic policies should guide their services. 

I. Books and other library resources should be provided for the interest, information, and
enlightenment of all people of the community the library serves. Materials should not be
excluded because of the origin, background, or views of those contributing to their creation.

II. Libraries should provide materials and information presenting all points of view on current
and historical issues. Materials should not be proscribed or removed because of partisan or
doctrinal disapproval.

III. Libraries should challenge censorship in the fulfillment of their responsibility to provide
information and enlightenment.

IV. Libraries should cooperate with all persons and groups concerned with resisting abridgment
of free expression and free access to ideas.

V. A person’s right to use a library should not be denied or abridged because of origin, age,

background, or views. 

VI. Libraries which make exhibit spaces and meeting rooms available to the public they serve
should make such facilities available on an equitable basis, regardless of the beliefs or
affiliations of individuals or groups requesting their use.

Adopted June 19, 1939, by the ALA Council; amended October 14, 1944; June 18, 1948; 
February 2, 1961; June 27, 1967; January 23, 1980; inclusion of “age” reaffirmed January 23, 

1996. 

Although the Articles of the Library Bill of Rights are unambiguous statements of basic 
principles that should govern the service of all libraries, questions do arise concerning 
application of these principles to specific library practices. See the documents designated by 
the Intellectual Freedom Committee as Interpretations of the Library Bill of Rights. 

(http://www.ala.org/advocacy/intfreedom/librarybill  Accessed 4/14/2017) 
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Interpretations of the Library Bill of Rights 

Although the Articles of the Library Bill of Rights are unambiguous statements of basic 
principles that should govern the service of all libraries, questions do arise concerning 
application of these principles to specific library practices. 

Following are those documents designated by the Intellectual Freedom Committee as 
Interpretations of the Library Bill of Rights and background statements detailing the philosophy 
and history of each. For convenience and easy reference, the documents are presented in 
alphabetical order. These documents are policies of the American Library Association, having 
been adopted by the ALA Council. 

Access for Children and Young Adults to Nonprint Materials: Library collections of nonprint 
materials raise a number of intellectual freedom issues, especially regarding minors. Article V 
of the Library Bill of Rights states, "A person's right to use a library should not be denied or 
abridged because of origin, age, background, or views." 

Access to Digital Information, Services, and Networks: Freedom of expression is an inalienable 
human right and the foundation for self-government. Freedom of expression encompasses the 
freedom of speech and the corollary right to receive information. Libraries and librarians protect 
and promote these rights by selecting, producing, providing access to, identifying, retrieving, 
organizing, providing instruction in the use of, and preserving recorded expression regardless 
of the format or technology. 

Access to Library Resources and Services for Minors: Library policies and procedures that 
effectively deny minors equal and equitable access to all library resources available to other 
users violate the Library Bill of Rights. The American Library Association opposes all attempts 
to restrict access to library services, materials, and facilities based on the age of library users. 

Access to Library Resources and Services Regardless of Sex, Gender Identity, Gender 
Expression, or Sexual Orientation: The American Library Association stringently and 
unequivocally maintains that libraries and librarians have an obligation to resist efforts that 
systematically exclude materials dealing with any subject matter, including sex, gender identity, 
or sexual orientation. 

Access to Resources and Services in the School Library: The school library plays a unique role 
in promoting intellectual freedom. It serves as a point of voluntary access to information and 
ideas and as a learning laboratory for students as they acquire critical thinking and problem-
solving skills needed in a pluralistic society. Although the educational level and program of the 
school necessarily shapes the resources and services of a school library, the principles of the 
Library Bill of Rights apply equally to all libraries, including school libraries. 

Challenged Resources: The American Library Association declares as a matter of firm principle 
that it is the responsibility of every library to have a clearly defined materials selection policy in 
written form that reflects the Library Bill of Rights, and that is approved by the appropriate 
governing authority. 

Diversity in Collection Development: Intellectual freedom, the essence of equitable library 
services, provides for free access to all expressions of ideas through which any and all sides of 
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a question, cause, or movement may be explored. Toleration is meaningless without tolerance 
for what some may consider detestable. Librarians cannot justly permit their own preferences to 
limit their degree of tolerance in collection development, because freedom is indivisible. 

Economic Barriers to Information Access: A democracy presupposes an informed citizenry. The 
First Amendment mandates the right of all persons to free expression, and the corollary right to 
receive the constitutionally protected expression of others. The publicly supported library 
provides free, equal, and equitable access to information for all people of the community the 
library serves. While the roles, goals and objectives of publicly supported libraries may differ, 
they share this common mission. 

Evaluating Library Collections: The continuous review of library materials is necessary as a 
means of maintaining an active library collection of current interest to users. In the process, 
materials may be added and physically deteriorated or obsolete materials may be replaced or 
removed in accordance with the collection maintenance policy of a given library and the needs 
of the community it serves. Continued evaluation is closely related to the goals and 
responsibilities of all libraries and is a valuable tool of collection development. This procedure is 
not to be used as a convenient means to remove materials presumed to be controversial or 
disapproved of by segments of the community. 

Exhibit Spaces and Bulletin Boards: Libraries often provide exhibit spaces and bulletin boards. 
The uses made of these spaces should conform to the Library Bill of Rights: Article I states, 
"Materials should not be excluded because of the origin, background, or views of those 
contributing to their creation." Article II states, "Materials should not be proscribed or removed 
because of partisan or doctrinal disapproval." Article VI maintains that exhibit space should be 
made available "on an equitable basis, regardless of the beliefs or affiliations of individuals or 
groups requesting their use." 

Expurgation of Library Materials: Expurgation of Library Materials: Expurgating library materials 
is a violation of the Library Bill of Rights. Expurgation as defined by this interpretation includes 
any deletion, excision, alteration, editing, or obliteration of any part(s) of books or other library 
resources by the library, its agent, or its parent institution (if any). 

Importance of Education to Intellectual Freedom: Through education programming and 
instruction in information skills, libraries empower individuals to explore ideas, access, and 
evaluate information, draw meaning from information presented in a variety of formats, develop 
valid conclusions, and express new ideas. Such education facilitates intellectual access to 
information and offers a path to intellectual freedom. 

Internet Filtering: In the span of a single generation the Internet has revolutionized the basic 
functions and operations of libraries and schools and expanded exponentially both the 
opportunities and challenges these institutions face in serving their users. During this time 
many schools and libraries in the United States have installed content filters on their Internet 
access. They have done so for a variety of reasons, not least of which is the requirement to 
comply with the Children’s Internet Protection Act (CIPA) in order to be eligible to receive 

federal funding or discounts through the Library Services and Technology Act, Title III of the 
Elementary and Secondary Education Act, and the Universal Service discount program (E-
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rate), or to comply with state filtering requirements that may also be tied to state funding. Their 
rationale for filtering is that it is better to have filtered access than no access. 

Intellectual Freedom Principles for Academic Libraries: A strong intellectual freedom 
perspective is critical to the development of academic library collections and services that 
dispassionately meet the education and research needs of a college or university community. 
The purpose of this statement is to outline how and where intellectual freedom principles fit into 
an academic library setting, thereby raising consciousness of the intellectual freedom context 
within which academic librarians work. 

Labeling Systems: The American Library Association affirms the rights of individuals to form 
their own opinions about resources they choose to read, view, listen to, or otherwise 
access.  Libraries do not advocate the ideas found in their collections or in resources 
accessible through the library. The presence of books and other resources in a library does not 
indicate endorsement of their contents by the library. Likewise, providing access to digital 
information does not indicate endorsement or approval of that information by the library. 
Labeling systems present distinct challenges to these intellectual freedom principles. 

Minors and Internet Activity: The digital environment offers opportunities both for accessing 
information created by others and for creating and sharing new information. The rights of 
minors to retrieve, interact with, and create information posted on the Internet in schools and 
libraries are extensions of their First Amendment rights. 

Library-Initiated Programs as a Resource: Library-initiated programs support the mission of the 
library by providing users with additional opportunities for information, education, and 
recreation. 

Meeting Rooms: Many libraries provide meeting rooms for individuals and groups as part of a 
program of service. Article VI of the Library Bill of Rights states that such facilities should be 
made available to the public served by the given library "on an equitable basis, regardless of 
the beliefs or affiliations of individuals or groups requesting their use." 

Prisoners Right to Read: The American Library Association asserts a compelling public interest 
in the preservation of intellectual freedom for individuals of any age held in jails, prisons, 
detention facilities, juvenile facilities, immigration facilities, prison work camps and segregated 
units within any facility. 

Privacy: Privacy is essential to the exercise of free speech, free thought, and free association. 
See also Questions and Answers on Privacy and Confidentiality. 

Rating Systems: Libraries, no matter their size, contain an enormous wealth of viewpoints and 
are responsible for making those viewpoints available to all. However, libraries do not advocate 
or endorse the content found in their collections or in resources made accessible through the 
library. Rating systems appearing in library public access catalogs or resource discovery tools 
present distinct challenges to these intellectual freedom principles. 

Religion in American Libraries: The First Amendment guarantees the right of individuals to 
believe and practice their religion or practice no religion at all and prohibits government from 
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establishing or endorsing a religion or religions. Thus the freedom of, for and from religion, are 
similarly guaranteed. 

Restricted Access to Library Materials: Libraries are a traditional forum for the open exchange 
of information. Attempts to restrict access to library materials violate the basic tenets of the 
Library Bill of Rights. 

Services to People with Disabilities: ALA recognizes that persons with disabilities are a large 
and often neglected part of society.  In addition to many personal challenges, some persons 
with disabilities face economic inequity, illiteracy, cultural isolation, and discrimination in 
education, employment, and the broad range of societal activities.  The library plays a catalytic 
role in their lives by facilitating their full participation in society. 

The Universal Right to Free Expression: Freedom of expression is an inalienable human right 
and the foundation for self-government. Freedom of expression encompasses the freedoms of 
speech, press, religion, assembly, and association, and the corollary right to receive 
information. 

User-Generated Content in Library Discovery Systems: Libraries offer a variety of discovery 
systems to provide access to the resources in their collections.  Such systems can include 
online public access catalogs (OPAC), library discovery products, institutional repositories, and 
archival systems. With the widespread use of library technology that incorporates social media 
components, intelligent objects, and knowledge-sharing tools comes the ability of libraries to 
provide greater opportunities for patron engagement in those discovery systems through user-
generated content.  These features may include the ability of users to contribute commentary 
such as reviews, simple point-and-click rating systems (e.g. one star to five stars), or to engage 
in extensive discussions or other social interactions. This kind of content could transform 
authoritative files, alter information architecture, and change the flow of information within the 
library discovery system. 

[PDF of Library Bill of Rights with complete interpretations] 

(http://www.ala.org/advocacy/intfreedom/librarybill/interpretations  Accessed 4/14/2017) 

Page 180

http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/restrictedaccess
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/servicespeopledisabilities
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations/universalright
http://www.ala.org/advocacy/user-generated-content-library-discovery-systems
http://www.ala.org/advocacy/sites/ala.org.advocacy/files/content/LBORwithInterpretations2017.pdf
http://www.ala.org/advocacy/intfreedom/librarybill/interpretations


TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL 

Appendix 4 

TUCKER FREE LIBRARY 
MEMBERSHIP REQUIREMENTS FOR REGISTRATION 

As amended by the Trustees, October 17, 2006 

Any one of the following is requested in order to get a library card without charge.  If supporting 
documents are not available and the patron has an identifying document (photo identification) 
then the patron will be issued a PROVISIONAL CARD with an expiration date of one month 
and a check-out limit of two items.  If supporting documents are available, then the patron will 
be issued a permanent card with full borrowing privileges. 

A non-residency cards is available for $50 per annum. 

ALL DOCUMENTS LISTED BELOW MUST BE CURRENT AND CONTAIN NAME OF 
APPLICANT AND A HENNIKER STREET ADDRESS, ALONG WITH A POST OFFICE BOX IF 
APPLICABLE. 

A. A utility bill.
B. A lease for a Henniker residence.  Document must state duration of lease – library

card will be valid until three weeks prior to the expiration of lease.
C. A monthly rental receipt for a Henniker residence.  If document does not state

duration of agreement, a card will be issued for a period not to exceed six months.
D. Documents showing purchase of Henniker residence, i.e. mortgage, warranty deed.
E. Vehicle registration showing Henniker address.
F. Current Henniker property tax bill.
G. Any proof of residency presently acceptable to the Town Clerk’s office.

A DRIVER’S LICENSE IS NOT ACCEPTABLE 
(As recommended by the State of New Hampshire) 

PATRONS OVER 5 YEARS AND UNDER 18 YEARS OF AGE will be issued a card with 
parents/guardian signing applicable form – said parents/guardians to have provided proof of 
residency. 

NEW ENGLAND COLLEGE STUDENTS:  Upon showing a current, valid NEC identification 
card and completing a card application form, an NEC student will be issued a card which will 
expire approximately two weeks prior to the end of the current semester.   

Information on the patron record must be updated and renewed annually. 
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Appendix 5 Patron Check-out Limits 

New Patron – Permanent: 25 Items per cardholder 

New Patron – Provisional: 2 Items/ONE MONTH CARD 

Adult/Juvenile Resident: 25 items per cardholder 
2 VIDEO/DVDs per cardholder 

1-Year Card Holder: 25 Items per cardholder 
2 VIDEO/DVDs per cardholder 

NEC Students: 5 Items per cardholder 
(this includes 2 VIDEO/DVDS) 

ILL from other Libraries: 2 Items per patron transaction 

Out-of-State Requests: 2 Items free of charge plus costs 
($10.00 plus costs for additional items) 

Reserves: 2 Items per patron per transaction 

ITEM CHECKOUT TIME RENEWABLE 

New Books 2 weeks Yes 

Books 2 weeks Yes 

Audios  2 weeks Yes 

CDs 2 weeks Yes 

Videos  1 week NO 

Puzzles 2 weeks Yes 

Periodicals 1 week NO 

Books, Audios, CDs, and Puzzles are RENEWABLE as long as they are not on HOLD. 
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Appendix 6 

Rules of Conduct/Reasons Why Patron Can Be Denied Access 

Section 202-A:25 

202-A:25 Detaining Books. – Any person who willfully detains any book, newspaper,
magazine, manuscript, pamphlet, publication, recording, film, or other property belonging to or 
in the care of any gallery or museum of any state, public, school, college, or other institutional 
library, may be given written notice to return it, which shall bear upon its face a copy of this 
section, mailed by certified mail to such person's last address or delivered by a person 
designated by the lawful custodian of such property; and if such person shall thereafter willfully 
and knowingly fail to return such property within 15 days after such notice, the person shall be 
guilty of a violation.  

Source. 1959, 60:1. RSA 572:42-b. 1973, 532:11. 1996, 33:6, eff. June 23, 1996. 

Rules of Conduct with explanation 

All library patrons are expected to practice reasonable, courteous behavior.  They are expected 
to be considerate of others and respect the rights of other library users. 

Examples of behaviors that are not reasonable or courteous:  Loud, swearing, running around 
the area, roughhousing, rudeness, running up and down the stairs, coming behind the staff 
desk, doing cartwheels, slamming doors, or any other behavior that makes staff or other 
patrons feel uncomfortable.  STAFF MEMBERS ARE NOT BABYSITTERS. 

A person who demonstrates undesirable behavior will receive notice from staff that such 
behavior or similar behavior is unacceptable.  Repetition or continuation of undesirable 
behavior will result in the person having to leave the library and a telephone call to the police if 
the person refuses to leave. 

GIVING NOTICE: You are asked to give notice of inappropriate behavior.  In giving this notice 
be exact in why you are doing so and firmly state that the consequences of continuing said 
behavior will be removal from the library.  ONCE YOU ASK SOMEONE to leave the build, 
report this to your co-worker on the other floor.  LET THEM KNOW why you asked the person 
to leave and the DOCUMENT the incident. 

DOCUMENTING the incident is key.  Leave a note on the director’s desk indicating what
transpired on your shift.  This documentation protects you and allows the director to present 
tangible evidence to the Board of Trustees requesting permanent removal of the problem 
patron from library property. 

Parents are responsible for their children’s behavior in the library.  Children under the age of
seven (7) may not be left unattended in the library. 

This includes younger siblings who are left unattended by their older siblings who are supposed 
to be watching the child are inattentive or absent from the area. 
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The library staff is not responsible for childcare.  In the event that a child is left unattended after 
the library closes, library personnel are instructed to notify the Henniker Police Department. 

CONTACT (603) 428-3213 during normal business hours or (603) 428-3212 after normal 
business hours.  I know that several of you have felt uncomfortable having youth being in the 
library until closing.  First and foremost, YOU ARE NOT A BABYSITTER NOR ARE YOU 
RESPONSIBLE FOR GETTING THESE YOUTH SAFELY HOME.  Do not assist them by 
providing rides or waiting for their rides to show up.  30 Minutes before closing suggest that 
they contact they guardians for transportation and let them know that if they are still in the 
building 15 minutes before closing you will contact the Henniker Police Department and they 
will transport them home. 

CONSISTENCY IS KEY IN DEALING WITH PROBLEM BEHAVIORS.  IF THE PERSON IS 
ASKED TO LEAVE ANY AREA OF THE LIBRARY, THEN THEY ARE EXPELLED FROM THE 
ENTIRE BUILDING.  THE EXPULSION MUST BE ENFORCED OR YOU ARE SUBVERTING 
THE AUTHORITY OF THE POLICY AND YOUR FELLOW STAFF MEMBERS. 

ADDITIONAL SUPPORTING MATERIAL CAN BE FOUND: 

https://www.nhmunicipal.org/TownAndCity/Article/387 

Problem Patrons in the Public Library: Can Anything Be Done? 

New Hampshire Town and City, May 2011

By Kim Hallquist 

Libraries differ from many other public buildings in that one goes there not because they must but 
because they want to. When citizens go to various other public buildings to register a car, pay 
property taxes, vote or attend a public meeting, the activities conducted in those buildings are highly 
regulated. In contrast, people in libraries are free to read books, magazines and newspapers, 
conduct research on just about any topic, check their personal email and search the Web-as they 
see fit. Because the activities are so varied, library patrons must be given a fair amount of latitude 
to allow them to decide how best to utilize library resources; it's not as easy as setting up chairs and 
calling a meeting to order at a set time. While flexibility is essential if libraries are to be useful to the 
diverse population that they serve, some patrons will likely engage in behavior that creates 
headaches for the staff and infringes on the ability of other patrons to use the library.  

What follows is a brief discussion of the steps libraries, through policies adopted by the library 
trustees and enforced by the librarian, may take to ensure that the library is a welcoming place for 
all citizens, where the actions of one individual do not unduly interfere with use of the library by 
others.  

Q. Who is in charge of what goes on at the library?
A. The library trustees, as the governing board of the public library, have "the entire custody and
management of the public library." RSA 202-A:6. The library trustees "adopt by-laws, rules and
regulations for its own transaction of business and for the government of the library." RSA 202-
A:11, I. The library trustees appoint a librarian who serves as the administrative officer of the public
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library. RSA 202-A:11, V; RSA 202-A:16, I. Thus, the library trustees adopt the rules and 
regulations for the library, and the librarian administers them.  

Q. What is meant by "problem patrons"?
A. Problem patrons are those visitors to the library who behave in such a way as to unreasonably
interfere with the use of the library by others or who interfere with the work of the library staff. In our
society, we must all put up with a certain amount of inconvenience from our fellow citizens.
However, here we are referring to those patrons whose behavior seriously impacts the ability of
other library patrons to enjoy and use the library. Examples include the angry patron who is
shouting because she is upset at the overdue book fine she must pay; the table of boisterous,
giggling teenagers; and unattended children running through the stacks. Increasingly, some patrons
are seen as a problem not because of any inappropriate behaviors, as previously described, but by
their very presence in the library. For example, the homeless who use the library as a safe and
warm place to spend the day, its public restrooms to bathe in and couches and floors to sleep on,
with all of their possessions piled next to them. People who are homeless often look dirty and smell
bad because they do not have access to showers or the ability to regularly wash their clothes. To
even the most caring and well-meaning of library patrons and staff, sharing an area of the library
with a person who hasn't bathed or washed his clothes in weeks or months can be a challenge.

Q. Can't the police be called to make problem patrons leave?
A. Remember that public libraries are just that-public places open to the public. Much of what
irritates or annoys other patrons usually does not rise to the level of criminal activity. Imagine the
reaction of the parent when the police are called on their noisy teenager or disruptive child. That is
not to say that the police should never be called, and maybe sooner rather than later, depending on
the situation. However, calling the police may not be the most practical response-or even the best
response-given that police departments, like all public services, are stretched pretty thin already.

Moreover, library staff who summarily require patrons to leave the library because of complaints or 
for what staff members believe to be inappropriate run the risk that the ejected patron will sue the 
library for a violation of civil rights. In Wayfield v. Town of Tisbury, 925 F.Supp. 880 (D. Mass. 
1996), Mr. Wayfield, a library patron, sued the Vineyard Haven Public Library, claiming that his 
constitutionally-protected due process rights were violated when his library privileges were 
suspended without a hearing. The library claimed that Mr. Wayfield caused a "disruptive incident" 
with the librarian and also that he stole a menorah from the library. The library suspended Mr. 
Wayfield's library privileges for nearly four months. He was offered no appeal process for the 
suspension. The library had no established policy for suspension of library privileges in the sorts of 
circumstances that were at issue in this case. As a result, the Court found that the library did not 
afford the patron adequate due process; in fact, it found that "they afforded him no due process at 
all." Id. at 889. 

When a decision is made that a patron must leave the library, either by request of staff or by 
involving the police, that decision should be based on well-crafted library policies that address the 
circumstances that will lead to suspension of one's library privileges.  

Q. Have there been any court cases challenging library policies by people claiming they
have the right to be in the library, regardless of any policies?
A. Yes. The most well-known case addressing the exclusion of people from a library is from the
U.S. Court of Appeals for the Third Circuit, Kreimer v. Bureau of Police for Morristown, 958 F.2d
1242 (3d Cir. 1992). The Third Circuit covers New Jersey and Pennsylvania and, as such, its
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decisions are not binding on New Hampshire federal courts. (To date, no federal or state court 
cases in New Hampshire have considered the issue of the constitutionality of library policies.)  

Mr. Kreimer was a homeless man who was forced to leave the library because he violated 
established library policies on acceptable behaviors (his unacceptable behaviors included staring at 
and following patrons, and talking loudly to himself and others) and because his odor was often so 
offensive that it prevented the library patrons from using certain areas of the library and prevented 
library employees from performing their jobs. Id. at 1247.  

Mr. Kreimer filed suit in federal court claiming his First Amendment right "to receive information and 
ideas" was violated as a result of the library's rules. While the Court agreed that receiving 
information is a First Amendment right, it found the library's hygiene and appearance and loitering 
policies constitutional because public libraries have a significant interest in ensuring that all patrons 
can use facilities to the maximum extent possible during its regularly scheduled hours. Id. at 1264. 
Moreover, the Court found that the rules promoted the library's interest in maintaining its facilities in 
a sanitary and attractive condition. Id.  

Q. What features should a problem patron library policy include to survive a court
challenge?
A. The library policies upheld in Kreimer contained all of the features that follow and, as such,
provide guidance on what library policies should look like. Library policies must be in writing and
posted so that all library patrons and staff know what is expected and what behavior will lead to
expulsion from the library.

The policies must be clear and unambiguous, again, so that all who are subject to their terms 
understand the rules. The policies must be equally applied and enforced, and not subject to 
interpretation and arbitrary enforcement by the staff. Finally, policies should include a process for 
appeal (due process) of decisions that result in the deprivation of a patron's privileges to use the 
library. 

Q. Can policies include a total prohibition against guns?
A. This is a complicated question because it must be considered under the facts of the specific
situation. Generally speaking, if the patron is in lawful possession of the gun and is not using it in an
unlawful manner, then the patron should be allowed to remain in the library with the gun.

While the library trustees do have "the entire custody and management of the public library" and 
can "adopt by-laws, rules and regulations for its own transaction of business and for the 
government of the library," this authority is subject to state laws. With regard to guns, RSA 159:26 
provides that "[e]xcept as otherwise specifically provided by statute, no ordinance or regulation of a 
political subdivision may regulate the sale, purchase, ownership, use, possession … or other matter 
pertaining to firearms, …." The public library, as established by a vote of the town in which it is 
located, is an agency of the political subdivision and thus cannot regulate the possession of 
firearms within the library. However, this is not to say that a patron who is using a gun to intimidate 
or threaten other patrons or staff must be ignored. Such a patron will likely be in violation of the 
criminal code as well as a library policy.  

It is possible that other patrons may be disturbed at the mere sight of a weapon and, on those 
grounds alone, demand that the person be ejected. Caution should be used when ejecting a patron 
solely on the request of others when the patron in question is not breaking any library policies or 
state laws regarding gun possession. Of course, library staff who reasonably believe that a patron 
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in possession of a gun is behaving in a threatening or erratic manner should contact their local 
police for assistance.  

Librarians are dedicated public servants with a strong desire to make libraries open and available to 
all citizens. They are often called upon to act as social workers, assisting: latch-key kids who have 
been told to stay at the library until Mom or Dad can come to get them; people with disabilities who 
have no one to assist them; or homeless patrons in need of various services. These efforts will be 
greatly enhanced by adopting written library policies that inform patrons and library staff alike of 
what the rules for use of the library will be. Such policies will ensure that, when patrons do behave 
in manners that make it difficult or impossible for others to enjoy the library, the offending patron 
can be asked to leave and the action will be upheld if challenged.  
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Appendix 7 

TUCKER FREE LIBRARY 
INTERNET USER AGREEMENT & PARENTAL PERMISSION FORM 

1) All Internet Users

In accordance with the New Hampshire State Library and the American Library Association, it is the policy of the Tucker 
Free library to offer unfiltered access to the Internet. 

In conjunction with its mission to provide a gateway to the arena of ideas, the Tucker Free Library offers the privilege of 
Internet access.  This privilege, however, carries with it personal responsibilities.  We ask that all library users remain 
sensitive to the fact that they are working in a public environment shared by people of all ages, with a variety of 
interests and needs.  Please respect the sensibilities of others.  If patron behavior while using the Internet or any other 
library resources becomes inappropriate for a library setting, library staff may ask the patron to leave the building. 

Users should be aware that the Internet is not a secure medium and that third parties may be able to obtain 
information regarding your activities.  The Library does NOT guarantee that any username, password, e-mail address, 
credit card number, or any other information is private of secure.  We recommend you do NOT use public workstations 
for any financial, confidential, or private transactions. 

Unacceptable Activities on Internet Stations: 

 Sending, displaying, printing, or downloading material that is inappropriate for a library setting.

 Harassing, insulting, intimidating, or attacking other users.

 Damaging computers, peripherals, software, or networks physically or via programs, viruses or software is
prohibited.

 Trespassing in, damaging, or altering folders, documents, or files is prohibited

 Violating the privacy of passwords.

 The use of the Internet for commercial purposes is prohibited.

 Infringing on US Copyright Law is illegal.

I have read the above rules and agree to the terms of usage for the unfiltered Internet stations at the Tucker Free 
Library. 

NAME:  ____________________________________________  TFL CARD #  ______________ 

SIGNATURE:  _______________________________________________  DATE:  ___________________ 

Amended and updated May 14, 2009 
Accepted by Board of Tucker Free Library Trustees, ___________________________ 
Replaces policy date September 20, 2005 

INTERNET USER AGREEMENT & PARENTAL PERMISSION FORM, pg. 2 

Page 188



TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL 

2) Use of Internet Computers by Minors (DEFINED AS 18 YEARS OF AGE OR YOUNGER)

As the parent or legal guardian, I wish my child(ren), who is(are) a minor(s), to use the unfiltered Internet 
stations at the Tucker Free Library. 

Name __________________ TFL # ____ GRADE ___   Name __________________ TFL # ____ GRADE ___ 

Name __________________ TFL # ____ GRADE ___   Name __________________ TFL # ____ GRADE ___ 

In granting this permission I have read and signed the Internet User Agreement and I understand that: 

 The Internet is an unregulated medium and the Tucker Free Library does not control or monitor
Internet content on its Internet stations.  The library cannot guarantee that staff will intercept every
inappropriate use of the Internet.  Parents or guardians who want guaranteed protection from
inappropriate sites for their child will need to accompany their child to the library and monitor the
child’s Internet use.

 Even with a parental permission form on file, the Tucker Free Library reserves the right to deny access
to a minor not accompanied by a parent or legal guardian when the minor is found to be
inappropriately using the Internet.  The Tucker Free Library reserves the right to contact the parent or
legal guardian if there are recurring difficulties with the child’s use of the Internet.

 There may be content on the Internet that I find objectionable, offensive, and/or inappropriate for
my child.

 The Internet offers the opportunities to buy merchandise by credit card or other financial
transactions.  Any purchases my child makes, with or without my permission, are my responsibility.

 I release the Tucker Free Library from any responsibility should my child be exposed, through his/her
own actions, or through the actions of another patron, to Internet content of which I would not
approve.

 If my child is in fifth grade or under, he/she must be accompanied by an adult or my designee who
must site with my child and provide supervision while he/she is using the Internet stations.

I have read the above rules and user agreement and grant permission for my child to use the unfiltered 
Internet stations at the Tucker Free Library. 

PARENT/GUARDIAN NAME: _______________________________________  TFL CARD #: ____________ 

PARENT/GUARDIAN SIGNATURE: ___________________________________  DATE: _________________ 

PARENT DESIGNEE: _______________________________________________ 

I wish to revoke my child’s Internet privileges: 
PARENT/GUARDIAN NAME: _______________________________________  TFL CARD #: ____________ 

PARENT/GUARDIAN SIGNATURE: ___________________________________  DATE: _________________ 

Amended and updated May 14, 2009 
Accepted by Board of Tucker Free Library Trustees, ______________________ 
Replaces policy dated September 20, 2005 
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Appendix 8 

REQUEST FOR RECONSIDERATION 

Example:  The school board of Mainstream County, U.S.A., has delegated the 
responsibility for selection and evaluation of library/educational resources to the school 
library media specialist/curriculum committee, and has established reconsideration 
procedures to address concerns about those resources. 
Completion of this form is the first step in those procedures.  If you wish to request 
reconsideration of school or library resources, please return the completed form to the 
Coordinator of Library Media Resources, Mainstream School Dist., 1 Mainstream Plaza, 
Anytown, U.S.A. 

Name _____________________________________ 

Date ______________________________________ 

Address ____________________________________ 

Phone _____________________________________ 

Do you represent self? ____  Organization? ____ 

1. Resource on which you are commenting:

____ Book  ____ Textbook ____ Video ____ Display

____ Magazine ____ Library Program ____ Audio Recording

____ Newspaper ____ Electronic Information/network (please specify)

____ Other _____________________________________

Title ___________________________________________

Author/Producer _________________________________

2. What brought this resource to your attention?
3. Have you examined the entire resource?
4. What concerns you about the resource? (use other side or additional pages if

necessary)
5. Are there resources(s) you suggest to provide additional information and/or

other viewpoints on this topic?

Revised by the American Library Association Intellectual Freedom Committee 
June 27, 1995 
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Appendix 9 DIRECTOR 

Position Overview 

The director is considered the chief administrator of the library, hired by and reporting directly to the 
Board of Trustees.  The director is expected to perform all duties independently, consulting with the 
Board on major policy matters or operational changes.  The director also works in concert with the 
Friends of Tucker Free Library, providing administrative and programming support as needed. 

Primary Duties 

1. Plans, organizes, directs and manages all aspects of library services
2. Develops long and short-range plans for library service
3. Identifies problems and issues, recommending solutions to Board
4. Communicates Board policies and operational procedures to all staff and public
5. Keeps abreast of legislative initiatives applicable to library and library resource management
6. Responsible for finding, applying for, overseeing work and contracts related to grants
7. Completes annual report obligations on behalf of Board

Supervisory Duties 

1. Exercises supervision over library services staff
2. Responsible for the recruitment, evaluation, promotion, retention, and dismissal of all library

employees
3. Facilitates the professional development and training of all staff

Fiscal Responsibilities 

1. Prepares annual operating budget and appropriation request in conjunction with the Board
2. Maintains records of all financial transactions, receipts and expenditures, provides monthly

manifests and updates, all within sound accounting and reporting practices
3. Manages library financial resources in a prudent, efficient and effective manner
4. Establishes, in conjunction with donor, conditions of expenditures of memorial funds
5. Facilitate the acceptance of gifts of materials and monies under conditions of library policy

Facility Responsibilities 

1. Responsible for the maintenance and upkeep of the building and grounds
2. Maintains a schedule of capital improvement projects, informing Board of any

replacement/maintenance that is required so adequate funding can be secured

JOB TITLE DIRECTOR/ADMINISTRATION 
STATUS FULL TIME/SALARIED WITH BENEFITS 
SUPERVISION RECEIVED Works independently in consultation with and under authority of Board of Trustees 
SUPERVISION EXERCISED Oversees activities of all employees, contractors, vendors, consultants 
REVISION HISTORY 10/2023 (Replaces description of 2009) 
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Programming Duties 

1. Develops and promotes programs for the community which encourage the use of the library
facilities and materials.

2. Oversee programs, library tours, and other events

Community Outreach 

1. Serves as liaison to community organizations, educational institutions and Town departments
2. Stimulate interest in library facilities
3. Project an enthusiastic and positive image of the library

Board Relations & Reporting Duties 

1. Collects statistics and submits as requested/required
2. Prepares materials for and attends all meetings of the Board of Trustees
3. Participates in professional library organizations and attends meetings and workshops to remain

current in the field.

Physical Demands 

Requires standing for long periods of time, lifting and carrying materials, reaching for materials on top 
and bottom shelves and constant use of stairs.  Physical agility and stamina to lift up to 50 pounds in 
weight.  Must be able to communicate well with patrons both in person and via telephone and 
electronic media.  Must be capable of getting to all areas of the physical plant. 

NOTE:  This job description is not intended to be all-inclusive. Employees may perform other related 
duties as negotiated to meet the ongoing needs of the organization. 

The Tucker Free Library is an equal opportunity employer. We celebrate diversity and are committed to 
creating an inclusive environment for all employees. 
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APPENDIX 10 (ALT) COMMUNITY RELATIONS COORDINATOR 

Position Overview 

The Community Relations Coordinator works closely with the library director to guide the public 
relations functions of the library.  While hired by and reporting directly to the director, the position 
could also report to the Board of Trustees on relevant projects.   The Community Relations Coordinator 
also works in concert with the Friends of Tucker Free Library, providing administrative and programming 
support as needed. 

Primary Duties: 

1. Plans, organizes, directs and manages all aspects of library community outreach
2. Develops long and short-range communication plan
3. Identifies problems and issues related to community outreach, social media, or other

communication avenues, recommending solutions to director
4. Keeping abreast of emerging technologies, social media, and communication strategies
5. Responsible for finding, applying for, overseeing work and contracts related to grants
6. Prepares press releases and other promotional literature
7. Works with director to complete annual report obligations on behalf of Board
8. Develops and promotes programs for the community which encourage the use of the library facilities and

materials
9. Oversee programs, library tours, and other events

Community Outreach: 

1. Serves as liaison to community organizations, educational institutions and Town departments
2. Stimulate interest in library facilities through an enthusiastic and positive image of the library
3. Serve as a liaison to community agencies

Board Relations & Reporting Duties 

1. Collects statistics and submits as requested/required
2. Prepares materials for and attends meetings of the Board of Trustees
3. Participates in professional library organizations and attends meetings and workshops to remain current

in the field.

Physical Demands 

Requires standing for long periods of time, lifting and carrying materials, reaching for materials on top and bottom 
shelves and constant use of stairs.  Physical agility and stamina to lift up to 50 pounds in weight.  Must be able to 
communicate well with patrons both in person and via telephone and electronic media.  Must be capable of 
getting to all areas of the physical plant. 

JOB TITLE COMMUNITY RELATIONS COORDINATOR/ADMINISTRATION 
STATUS PART TIME/HOURLY 
SUPERVISION RECEIVED Works independently in consultation with library director 
SUPERVISION EXERCISED Coordinates engagement with staff, oversees all public relations 
REVISION HISTORY 10/2023  
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KNOWLEDGE, SKILLS AND DESIRABLE ABILITIES 

1. Ability and desire to provide leadership
2. Ability to accept responsibility, to make decisions, to delegate responsibility and to motivate

people toward a coordinated effort
3. Ability to act in a professional manner
4. Ability to establish priorities and maximize use of available resources and minimize expenditures

of time, money, and energy
5. Comprehensive knowledge of library practices and procedures, policies, aims and service
6. Ability to establish standards of work performance
7. Ability to interact with employees in a fair and equitable manner
8. Ability to speak and write clearly and effectively
9. Ability to communicate effectively with staff, Board, and public
10. Commitment to excellence in public service

NOTE:  This job description is not intended to be all-inclusive. Employees may perform other related duties as 
negotiated to meet the ongoing needs of the organization. 

The Tucker Free Library is an equal opportunity employer. We celebrate diversity and are committed to creating an 
inclusive environment for all employees. 
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Appendix 11 Youth Services Coordinator 

Position Overview 

The Youth Services Librarian, under the supervision of the Assistant Director, will be responsible for 
specific aspects of the Library’s services to child aged patrons.  The Youth Services Librarian works in 
conjunction with the library administration to produce the highest possible quality of library information 
and programming service to the community served by the Tucker Free Library.  This person is 
responsible for the implementation and maintenance of the Library’s slate of services to the child aged 
population, provides reference service, and performs selection activities. 

Primary Duties 

1. Perform all tasks related to the circulation of materials
2. Plans, organizes, directs and manages all aspects of youth library services
3. Exercises supervision over professional, paraprofessional, technical, and clerical youth services

staff as assigned
4. Serve as a liaison to community agencies serving children
5. Maintains assigned portions of the youth collections; evaluates and recommends materials for

purchase; responsible for maintenance of the collection through inventory, shelf reading,
weeding, and discarding materials

6. Develops and conducts programs for children and caregivers which encourage reading viewing,
and listening skills and use of the library facilities and materials

7. Stimulate interest in library facilities by projecting  an enthusiastic and positive image of the
library

Reader Advisory Services 

1. Provides reference service to children, teachers, and caregivers, and provides reader advisory
Creates in-house displays and decorations highlighting programs and areas of the collection

2. Creates bibliographies and other pathfinding tools
3. Facility with a variety of standard computer applications and online searching tools

Supervisory Responsibilities 

1. Building Supervisor during evening or weekend shifts when other supervisory staff is not in the
building

JOB TITLE YOUTH SERVICES COORDINATOR 
STATUS PART TIME/HOURLY 
SUPERVISION RECEIVED Works under the supervision of the Assistant Director 
SUPERVISION EXERCISED Oversees activities of all Adult Services Employees 
REVISION HISTORY 10/2023 (Replaces description of 2009) 

Page 195



Appendix 11 YOUTH SERVICES COORDINATOR

TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL

2. Assists in selecting personnel for the youth library
3. Set priorities in a changing environment and make decisions in a timely manner
4. Directs and evaluates Youth Room staff with recommendations to the Director
5. Directs the daily operation of the Youth Room to ensure the highest quality of service possible

Other Duties as Assigned 

1. Pursues and applies for grant money for youth services
2. Prepares statistical and narrative reports for supervisor
3. When called upon to provide coverage in different areas, provides appropriate service

courteously and to the best of his/her abilities; informs patrons when necessary that they may
need to wait for a regular staff member

4. Participates in professional library organizations and attends meetings and workshops to remain
current in the field

Physical Demands 

Requires standing for long periods of time, lifting and carrying materials, reaching for materials on top 
and bottom shelves and constant use of stairs.  Physical agility and stamina to lift up to 50 pounds in 
weight.  Must be able to communicate well with patrons both in person and via telephone and 
electronic media.  Must be capable of getting to all areas of the physical plant. 

Preferred Qualifications 

Minimum of a Bachelor’s Degree in Library Studies, Child Development, or Education.  Master’s Degree 
in Library Science and experience in a public library children’s room or school library, or any equivalent 
combination of experience and/or training that provides the required knowledge, skills, and abilities 
upon approval of the Director. 

Required Knowledge, Skills, Attributes & Abilities 

1. Has thorough knowledge of public library programs and services
2. Demonstrates effective interpersonal relations with children, their caregivers, and other

professionals who work with children
3. Communicates effectively orally and in writing
4. Demonstrates a knowledge and appreciation of literature for children
5. Ability to deal tactfully and courteously with the public; to establish and maintain effective

working relationships with co-workers
6. Ability to present ideas and to provide instruction
7. Ability to maintain accurate files and records
8. Ability to maintain composure in stressful work situations

NOTE:  This job description is not intended to be all-inclusive. Employees may perform other related 
duties as negotiated to meet the ongoing needs of the organization. 

The Tucker Free Library is an equal opportunity employer. We celebrate diversity and are committed to 
creating an inclusive environment for all employees. 
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Appendix 12 Adult Services Coordinator 

Position Overview 

The Adult Services Coordinator, under the supervision of the Assistant Director, will be responsible for 
specific aspects of the library's services patrons.  The Adult Services Coordinator works in conjunction 
with the Assistant Director to produce the highest possible quality of library information and 
programming service to the community served by the Tucker Free Library.  This person is responsible for 
the implementation and maintenance of the library's slate of services to the adult population, provides 
reference service, and performs selection activities. 

Primary Duties: 

1. Perform all tasks related to the circulation of materials
2. Plans, organizes, directs and manages all aspects of adult library services
3. Writes press releases and other promotional literature
4. Exercises supervision over staff as assigned
5. Catalogs, processes, and manages library materials
6. Promote and instruct on NHDB
7. Provide reader advisory services
8. Assist with selection of materials
9. Oversee Inter-Library Loan
10. Assist patrons in use of equipment including catalog, computers, printers, chair lift
11. Catalog and process materials
12. Shelve materials
13. Repair materials
14. Work primarily at circulation desk

Reader Advisory Services 

1. Provides reference and reader advisory services
2. Assisting patrons with automated databases and other equipment as needed
3. Creates in-house displays and decorations highlighting programs and areas of the collection
4. Creates bibliographies and other pathfinding tools
5. Effectively uses and is able to teach others to use the library catalog
6. Secure material through interlibrary loan or purchase
7. Facility with a variety of standard computer applications and online searching tools.

JOB TITLE ADULT SERVICES COORDINATOR 
STATUS PART TIME/HOURLY 
SUPERVISION RECEIVED Works under the supervision of the Assistant Director 
SUPERVISION EXERCISED Oversees activities of all Adult Services Employees 
REVISION HISTORY 10/2023 
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Collection Development 

1. Develops and maintains assigned portions of the collections
2. Evaluates and recommends materials for purchase
3. Responsible for maintenance of the collection through inventory, shelf reading, weeding, and

discarding materials

Other Duties as Assigned 

1. Pursues and applies for grant money for library services
2. Prepares statistical and narrative reports for supervisor
3. When called upon to provide coverage in different areas, provides appropriate service

courteously and to the best of his/her abilities; informs patrons when necessary that they may
need to wait for a regular staff member

Physical Demands 

Requires standing for long periods of time, lifting and carrying materials, reaching for materials on top 
and bottom shelves and constant use of stairs.  Physical agility and stamina to lift up to 50 pounds in 
weight.  Must be able to communicate well with patrons both in person and via telephone and 
electronic media.  Must be capable of getting to all areas of the physical plant. 

Preferred Qualifications 

Minimum of a Bachelor’s Degree in Library Studies or relevant fields.  Master’s Degree in Library Science 
and experience in a public library, or any equivalent combination of experience and/or training that 
provides the required knowledge, skills, and abilities upon approval of the Director. 

Required Knowledge, Skills, Attributes & Abilities 

1. Has thorough knowledge of public library programs and services
2. Demonstrates effective interpersonal relations with  other professionals .
3. Communicates effectively orally and in writing
4. Demonstrates a knowledge and appreciation of literature
5. Ability to deal tactfully and courteously with the public; to establish and maintain effective

working relationships with co-workers
6. Ability to present ideas and to provide instruction
7. Ability to maintain accurate files and records
8. Ability to maintain composure in stressful work situations.

NOTE:  This job description is not intended to be all-inclusive. Employees may perform other related 
duties as negotiated to meet the ongoing needs of the organization. 

The Tucker Free Library is an equal opportunity employer. We celebrate diversity and are committed to creating an 
inclusive environment for all employees. 
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Appendix 13 LIBRARY SERVICES WEEKEND MANAGER 

Position Overview 

The Library Services Weekend Manager, under the supervision of the Adult or Youth Services 
Coordinators, will be responsible for specific aspects of the library's service offered to patrons in the 
area in which they are assigned.  The Library Services Weekend Manager works to produce the highest 
possible quality of library information and programming service to the community served by the Tucker 
Free Library.  This person is responsible for the implementation and maintenance of the library's slate of 
services, provides reference service, and performs selection activities as assigned. 

Primary Duties 

1. Perform all tasks related to the circulation of materials
2. Responsible for issuing library cards to patrons who meet the requirements of the Library.
3. Plans, organizes, directs and manages all aspects of weekend library services
4. Writes press releases and other promotional literature
5. Exercises supervision over staff as assigned
6. Catalogs, processes, and manages library materials
7. Promote and instruct on NHDB
8. Provide reader advisory services
9. Assist with selection of materials
10. Oversees Inter-Library Loan
11. Assist patrons in use of equipment including catalog, computers, printers, chair lift
12. Catalog and process materials
13. Shelve returned materials
14. Repairs damaged materials as needed
15. Work primarily at circulation desk

Reader Advisory Services 

1. Provides reference and reader advisory services
2. Assisting patrons with automated databases and other equipment as needed
3. Creates in-house displays and decorations highlighting programs and areas of the collection
4. Creates bibliographies and other pathfinding tools
5. Effectively uses and is able to teach others to use the library catalog
6. Secure material through interlibrary loan or purchase
7. Facility with a variety of standard computer applications and online searching tools.

JOB TITLE LIBRARY SERVICES COORDINATOR - WEEKEND 
STATUS PART TIME/HOURLY 
SUPERVISION RECEIVED Works under the general supervision of the Library Director and the immediate 

supervision of the Adult Services or Youth Services Coordinators. 

SUPERVISION EXERCISED Supervises as needed 
REVISION HISTORY 11/2023 
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Appendix 13  LIBRARY SERVICES WEEKEND MANAGER

TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL

Physical Demands 

Requires standing for long periods of time, lifting and carrying materials, reaching for materials on top 
and bottom shelves and constant use of stairs.  Physical agility and stamina to lift up to 50 pounds in 
weight.  Must be able to communicate well with patrons both in person and via telephone and 
electronic media.  Must be capable of getting to all areas of the physical plant. 

Qualifications 

High School diploma required, BA in library related discipline of education, training, skills and experience 
desired.  General office and computer skills or any combination of education, training, skills and 
experience relevant to the position. 

Required Knowledge, Skills, Attributes & Abilities 

1. Computer skills
2. Oral communication skills
3. Attention to detail
4. Strong interpersonal skills
5. Flexibility in emergency staffing situations

NOTE:  This job description is not intended to be all-inclusive. Employees may perform other related 
duties as negotiated to meet the ongoing needs of the organization. 

The Tucker Free Library is an equal opportunity employer. We celebrate diversity and are committed to 
creating an inclusive environment for all employees. 
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Appendix 14 LIBRARY PAGE 

TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL

Appendix 14 LIBRARY PAGE 

Position Overview 

Responsible for assisting at the circulation desks, shelving items, and performing varied library support 
tasks as assigned. 

Essential Job Functions 

1. Assists with all tasks at circulation desks as needed
2. Handles incoming telephone calls
3. Shelve returned items
4. Assists patrons in the use of library facilities
5. Performs other duties as assigned

Physical Demands 

Requires standing for long periods of time, lifting and carrying materials, reaching for materials on top 
and bottom shelves and constant use of stairs.  Physical agility and stamina to lift up to 50 pounds in 
weight.  Must be able to communicate well with patrons both in person and via telephone and 
electronic media.  Must be capable of getting to all areas of the physical plant. 

Minimum Qualifications 

High School and/or college student.  Documented work experience demonstrating compatibility for 
Library Page Position. 

Required Knowledge, Skills, Attributes & Abilities 

1. Tact and courtesy
2. Good oral communication skills
3. Attention to detail.
4. Ability to communicate clearly

 NOTE:  This job description is not intended to be all-inclusive. Employees may perform other related 
duties as negotiated to meet the ongoing needs of the organization. 

JOB TITLE LIBRARY PAGE 
STATUS PART TIME/HOURLY 
SUPERVISION RECEIVED Works under the general supervision of the Library Director and the immediate supervision 

of the Adult Services or Youth Services Coordinators. 

SUPERVISION EXERCISED None 
REVISION HISTORY 11/2023 
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Appendix 15 LIBRARY ASSISTANT - SUBSTITUTE

TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL

Appendix 15 LIBRARY ASSISTANT - SUBSTITUTE 

Position Overview  

Fills in at the circulation desks when needed. Performs varied assigned general and library support tasks. 

Primary Duties 

1. Responsible for efficient and smooth operation of circulation desks.
2. Responsible for issuing library cards to patrons who meet the requirements of the Library.
3. Handles incoming and outgoing telephone calls in a courteous, professional manner.
4. Prepares items for circulation.
5. Repairs damaged items.
6. Shelve returned items.
7. Assists patrons in the use of the library facilities.
8. Performs other duties as assigned.

Physical Demands 

Requires standing for long periods of time, lifting and carrying materials, reaching for materials on top 
and bottom shelves and constant use of stairs.  Physical agility and stamina to lift up to 50 pounds in 
weight.  Must be able to communicate well with patrons both in person and via telephone and 
electronic media.  Must be capable of getting to all areas of the physical plant. 

Qualifications 

High School diploma required, BA in library related discipline of education, training, skills and experience 
desired.  General office and computer skills or any combination of education, training, skills and 
experience relevant to the position. 

Required Knowledge, Skills, Attributes & Abilities 

1. Computer skills
2. Oral communication skills
3. Attention to detail
4. Strong interpersonal skills
5. Flexibility in emergency staffing situations

NOTE:  This job description is not intended to be all-inclusive. Employees may perform other related 
duties as negotiated to meet the ongoing needs of the organization. 

The Tucker Free Library is an equal opportunity employer. We celebrate diversity and are committed to 
creating an inclusive environment for all employees. 

JOB TITLE LIBRARY ASSISTANT - SUBSTITUTE 
STATUS PART TIME/HOURLY 
SUPERVISION RECEIVED Works under the general supervision of the Library Director and the immediate supervision 

of the Adult Services or Youth Services Coordinators. 

SUPERVISION EXERCISED Supervises as needed 
REVISION HISTORY 11/2023 
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TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL 

Appendix 16 

Employment of Minors Form 

Tucker Free Library 
P.O. Box 688 

31 Western Avenue 
Henniker, NH 03242 

Employment Permission for Minors 

I, __________________________________, mother/father of ______________, am aware 
that ______________will be working at the Tucker Free Library for ____ hours per week, 
with her scheduled hours being: 

By signing this document, I am giving my permission for ___________ to be employed at 
the Tucker Free Library. This permission is granted after reviewing the labor regulations for 
minors in accordance with the New Hampshire Department of Labor. 

SIGNATURE: ___________________________________ 

Name: 

Address: 

Phone: 

Emergency Contact: 

Telephone: (603) 428-3471   Fax: (603) 428-7106  
tuckerfree@comcast.net 
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TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL 

Appendix 17 

Town Safety Committee 

Training Guidelines 

This checklist is to be completed by the Supervisor and the new employee upon hire and filed 
with the Town Administrator’s personnel files.

Employee Name: Department: 

Job Title: Date of Employment: 

Supervisor: 

o Issue copy of written Safety Program
o Explanation of Safety & Loss Prevention Committee
o First Aid Kit
o First Aid Log
o Reporting of all incidents or injuries
o Reporting of unsafe conditions
o Emergency Contacts/Phone Numbers
o Evacuation Procedures
o Fire Extinguisher Locations
o Emergency Exit Locations
o Designated Smoking Areas
o Explanation of Personal Protective Equipment (Use, Care, and Mandatory Use)
o Appropriate Clothing/Footwear for the Job
o Review Vehicle Safety and Seatbelt Policies
o Check Valid Driver License (if applicable)
o Review any Special Hazards of Job

Comments: 

I have completed the above checklist with my supervisor.  I have received the written Henniker 
Employee Safety Program and have had an opportunity to ask questions.  I agree to abide by 
the written safety rules and procedures provided to me.  In addition, I understand that violation 
of such policies could result in disciplinary action up to, and including termination. 

EMPLOYEE SIGNATURE:  DATE: 

SUPERVISOR SIGNATURE: DATE: 
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TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL 

TRAINING COMPETENCIES DESCRIPTION DT/BY COMMENTS

1 Materials Maintenance Cleaning Books

Checking AV Materials

Looking for problems

What to do when you find

What repairs to make

2 Facility Maintenance Keeping your area clean

Other duties as assigned

Wednesday night/garbage

3 Shelving

4 Shelf Reading

5 Checking In Materials

6 Checking Out Materials

7 Collecting Fines

8 When & How to Direct Inquiries

9 Reserves Taking Reserves

Taking Interlibrary Loans

10 Phone Phone Etiquette

Picking-up/Transfering Calls

11 Opening/Closing Building What gets turned on/off

Book Drop

12 Defining Disorderly Conduct Running

Climbing

Bare Feet

13 Supplies/Keys

14 Patron Access Catalog How to find books

Helping patron find books

15 Overdues/Fines Books

Videos

16 CONFIDENTIALITY

17 Problem Solving No card but in the system

Refilling Slip Printer

Revoked Cards

Overdues

18 Staff Emergency Contacts Calling Off

19 Time Sheets/Payday

20 Using the Internet Registering Patrons

Where the Policies are

Printer Problems

21 Issuing Cards Determining Residency

How To

22 Processing Materials Property Stamps

Covers

Appendix 18
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TUCKER FREE LIBRARY POLICY & PROCEDURE MANUAL 

Appendix 19

New Hampshire Library Laws 

TITLE XVI 
LIBRARIES 

CHAPTER 202-A 
PUBLIC LIBRARIES 

Section 202-A:17 

202-A:17 Employees; Removal. – No employee of a public library shall be discharged or
removed from office except by the library trustees for malfeasance, misfeasance, or inefficiency 
in office, or incapacity or unfitness to perform the employee's duties. Prior to the discharge or 
removal of any such employee, a statement of the grounds and reasons therefor shall be 
prepared by the library trustees, and signed by a majority of the board, and notice thereof shall 
be given to the employee not less than 15 days nor more than 30 days prior to the effective 
date of such discharge or removal. Upon receipt of said notice and within 30 days thereafter, 
but not otherwise, the employee may request a public hearing. If such request is made, the 
library trustees shall hold a public hearing on such discharge or removal. The hearing shall be 
held not more than 30 days after receipt of the request for the hearing, and if the trustees, upon 
due hearing, shall find good cause for discharge or removal of the employee, they shall order 
the employee's discharge or removal from office. There shall be no change in salary of such 
employee during the proceedings for discharge or removal nor until the final effective date of 
the order for discharge or removal. The provisions of this section shall apply to the employees 
of any public library except in a case where the city or town has personnel rules and regulations 
which apply to such employees and which make provision for a public hearing in the case of 
such discharge or removal.  

Source. 1955, 18:1. RSA 202:10-a. 1963, 46:1. 1996, 33:5, eff. June 23, 1996. 
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NH RSA 202 Public Libraries
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TITLE XVI 
LIBRARIES 
CHAPTER 202-A 

PUBLIC LIBRARIES 

Section 202-A:1 

202-A:1 Declaration of Policy. – Mindful that, as the constitution declares, "knowledge and
learning, generally diffused through a community'' are "essential to the preservation of a free 
government'' the legislature recognizes its duty to encourage the people of New Hampshire to 
extend their education during and beyond the years of formal education. To this end, it hereby 
declares that the public library is a valuable supplement to the formal system of free public 
education and as such deserves adequate financial support from government at all levels.  

Source. 1963, 46:1, eff. July 1, 1963. 

Section 202-A:2 

202-A:2 Definitions. – As used in this chapter the following words shall be construed as
follows unless the context clearly requires otherwise: 

I. "Public library'' shall mean every library which receives regular financial support, at least
annually, from public or private sources and which provides regular and currently useful library 
service to the public without charge. The words may be construed to include reference and 
circulating libraries, reading rooms and museums regularly open to the public.  

II. "Library trustees'' shall mean the governing board of a public library.

Source. 1891, 62:3, 4, 5. 1917, 59:1. PL 10:50. RL 15:50. RSA 202:1. 1963, 46:1, eff. July 1, 
1963. 

Section 202-A:3 

202-A:3 Establishment. – Any town may establish a public library by majority vote at any
duly warned town meeting. Any town may vote in the same manner to accept a public library 
which has been provided, in whole or in part, by private donation or bequest and may accept any 
bequest, devise or donation for the establishment, maintenance and support of such a library. The 
powers herein granted to a town may be exercised by a city by vote of the city council.  

Source. 1963, 46:1, eff. July 1, 1963. 

Section 202-A:3-a 
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202-A:3-a Records and Meetings Subject to Right-to-Know Law. – A public library
established or accepted by a town or city shall be deemed a "public agency,'' and the library 
trustees a "public body,'' for purposes of RSA 91-A, and they shall be subject to all applicable 
provisions of that chapter; provided, however, that any books, documents, records, or other 
information maintained by a public library that is exempted or protected from disclosure by other 
provisions of law shall not be subject to disclosure under RSA 91-A.  

Source. 2012, 96:1, eff. July 28, 2012. 

Section 202-A:4 

202-A:4 Maintenance. – Any city or town having a public library shall annually raise and
appropriate a sum of money sufficient to provide and maintain adequate public library service 
therein or to supplement funds otherwise provided.  

Source. 1895, 118:1-8. 1917, 59:1. PL 10:51. 1927, 82:2. 1933, 60:1. RL 15:51. RSA 202:2. 
1963, 46:1, eff. July 1, 1963. 

Section 202-A:4-a 

202-A:4-a Cooperatives. – Any public library may join library cooperatives consisting of
public libraries, or of public and other than public libraries including school, college and 
university, and special libraries. Towns are authorized to raise and appropriate sufficient money 
for participation in cooperatives.  

Source. 1981, 499:4, eff. Aug. 28, 1981. 

Section 202-A:4-b 

202-A:4-b Contracts for Services. – Any town may contract with another town or city, or
with an institution or other organization, for any library service. If a town meeting votes to enter 
into such a contract, the town shall raise and appropriate sufficient money to carry out the 
contract.  

Source. 1981, 499:4, eff. Aug. 28, 1981. 

Section 202-A:4-c 

202-A:4-c Trustees' Authority to Accept and Expend Gifts. –
I. Notwithstanding any other provision of law to the contrary, any town at an annual meeting

may adopt an article authorizing indefinitely until specific rescission of such authority, the public 
library trustees to apply for, accept and expend, without further action by the town meeting, 
unanticipated money from the state, federal or other governmental unit or a private source which 
becomes available during the fiscal year. The following shall apply:  

(a) Such warrant article to be voted on shall read: "Shall the town accept the provisions of
RSA 202-A:4-c providing that any town at an annual meeting may adopt an article authorizing 

Page 209



indefinitely, until specific rescission of such authority, the public library trustees to apply for, 
accept and expend, without further action by the town meeting, unanticipated money from a 
state, federal or other governmental unit or a private source which becomes available during the 
fiscal year?''  

(b) If a majority of voters voting on the question vote in the affirmative, the proposed
warrant article shall be in effect in accordance with the terms of the article until such time as the 
town meeting votes to rescind its vote.  

II. Such money shall be used only for legal purposes for which a town may appropriate
money. 

III. (a) For unanticipated moneys in the amount of $5,000 or more, the public library trustees
shall hold a prior public hearing on the action to be taken. Notice of the time, place, and subject 
of such hearing shall be published in a newspaper of general circulation in the relevant 
municipality at least 7 days before the hearing is held.  

(b) The public library trustees may establish the amount of unanticipated funds required for
notice under this subparagraph, provided such amount is less than $5,000. For unanticipated 
moneys in an amount less than $5,000, the public library trustees shall post notice of the moneys 
in the agenda, if any, and shall include notice in the minutes of the public library trustees 
meeting in which such moneys are discussed. The acceptance of unanticipated moneys under this 
subparagraph shall be made in public session of any regular public library trustees meeting.  

IV. Action to be taken under this section shall:
(a) Not require the expenditure of other town funds except those funds lawfully appropriated

for the same purpose; and 
(b) Be exempt from all provisions of RSA 32, relative to limitations and expenditures of

town moneys. 

Source. 1991, 31:1. 1993, 176:16. 2005, 188:3, eff. Aug. 29, 2005. 

Section 202-A:4-d 

202-A:4-d Acceptance of Personal Property Donated to Libraries. –
I. Any town at an annual meeting may adopt an article authorizing the public library trustees

to accept gifts of personal property, other than money, which may be offered to the library for 
any public purpose, and such authorization shall remain in effect until rescinded by a vote of 
town meeting.  

II. The warrant article may require that, prior to the acceptance of any gift valued at over
$5,000, the public library trustees shall hold a public hearing on the proposed acceptance. 

III. No acceptance of any personal property under the authority of this section shall be deemed
to bind the town or the library trustees to raise, appropriate, or expend any public funds for the 
operation, maintenance, repair, or replacement of such personal property.  

Source. 1996, 33:1, eff. June 23, 1996; 216:1, eff. June 23, 1996, at 12:01 a.m. 

Section 202-A:5 

202-A:5 Status. – Every public library shall remain forever free to the use of every resident of
the town wherein it is located. 
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Source. 1891, 62:3, 4, 5. 1917, 59:1. PL 10:50. RL 15:50. RSA 202:1. 1963, 46:1, eff. July 1, 
1963. 

Section 202-A:6 

202-A:6 Library Trustees; Election; Alternates. – The library trustees shall have the entire
custody and management of the public library and of all the property of the town relating thereto, 
including appropriations held pursuant to RSA 202-A:11, III, but excepting trust funds held by 
the town. Any town having a public library shall, at a duly warned town meeting, elect a board of 
library trustees consisting of any odd number of persons which the town may decide to elect. 
Such trustees shall serve staggered 3-year terms or until their successors are elected and 
qualified. There may be no more than 3 alternates as provided in RSA 202-A:10.  

Source. 1917, 59:1. PL 10:52. RL 15:55. RSA 202:6. 1963, 46:1. 1987, 89:1. 2000, 9:2, eff. 
April 16, 2000. 

Section 202-A:7 

202-A:7 Special Provisions. – In any town where a public library has been acquired by the
town, in whole or in part, by donation or bequest containing other conditions or provisions for 
the election of its trustees or other governing board, which conditions have been agreed to by 
vote of the town and which conditions do not provide for a representative of the public, a special 
library trustee, to represent the public, shall be elected by the town for a 3-year term. Said special 
trustee shall act with the other trustees.  

Source. 1963, 46:1, eff. July 1, 1963. 

Section 202-A:8 

202-A:8 City Trustees. – The trustees of a public library in a city shall be elected as provided
in the city charter. In case of trustees of a city library acquired by a city in whole or in part, by 
donation or bequest containing other conditions or provisions for the election or appointment of 
trustees, which conditions do not provide for a representative of the public on the board, the city 
council shall elect to said board a public trustee for a 3-year term.  

Source. 1963, 46:1, eff. July 1, 1963. 

Section 202-A:9 

202-A:9 Eligibility. – [Repealed 1979, 410:2, XX, eff. July 1, 1979.]

Section 202-A:10 

202-A:10 Library Trustees; Vacancies; Alternates. – Vacancies occurring on any board of
library trustees in a town shall be filled as provided in RSA 669:75. A vacancy occurring among 
the publicly elected members of the board of library trustees of a city library shall be filled by the 
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city council or other appropriate appointing authority within 2 months of the notice by the 
remaining members of the board of trustees. The board of library trustees may recommend to the 
appointing authority names of persons for appointment to vacancies on expired terms. The board 
of library trustees may recommend to the appointing authority the names of no more than 3 
persons who may serve as alternate members on the board when elected members of the board 
are unable to attend a board meeting. The alternate members shall be appointed to one-year 
terms.  

Source. 1917, 59:1. PL 10:55. RL 15:58. RSA 202:9. 1963, 46:1. 1979, 410:19. 2000, 9:3, eff. 
April 16, 2000. 

Section 202-A:11 

202-A:11 Powers and Duties. – Except in those cities where other provision has been made
by general or special act of the legislature, the library trustees of every public library in the state 
shall:  

I. Adopt bylaws, rules and regulations for its own transaction of business and for the
government of the library; 

II. Prepare an annual budget indicating what support and maintenance of the free public
library will be required out of public funds for submission to the appropriate agency of the 
municipality. A separate budget request shall be submitted for new construction, capital 
improvements of existing library property;  

III. Expend all moneys raised and appropriated by the town or city for library purposes and
shall direct that such moneys be paid over by the town or city treasurer pursuant to a payment 
schedule as agreed to by the library trustees and the selectmen or city council. All money 
received from fines and payments for lost or damaged books or for the support of a library in 
another city or town under contract to furnish library service to such town or city, shall be used 
for general repairs and upgrading, and for the purchase of books, supplies and income-generating 
equipment, shall be held in a nonlapsing separate fund and shall be in addition to the 
appropriation;  

IV. Expend income from all trust funds for library purposes for the support and maintenance
of the public library in said town or city in accordance with the conditions of each donation or 
bequest accepted by the town or city;  

V. Appoint a librarian who shall not be a trustee and, in consultation with the librarian, all
other employees of the library and determine their compensation and other terms of employment 
unless, in the cities, other provision is made in the city charter or ordinances.  

Source. 1917, 59:1. 1919, 35:1. PL 10:56. 1927, 82:4. 1933, 60:3. RL 15:59. 1943, 90:2. RSA 
202:10. 1963, 46:1. 1983, 272:1. 2000, 9:4, eff. April 16, 2000. 

Section 202-A:11-a 

202-A:11-a Use of Additional Funds. – All money received from a library's income-
generating equipment shall be retained by the library in a nonlapsing fund and used for general 
repairs and upgrading and for the purchase of books, supplies and income-generating equipment 
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if approved by the town or city in which the library is located in accordance with RSA 202-A:11-
b.  

Source. 1983, 272:2, eff. Aug. 17, 1983. 

Section 202-A:11-b 

202-A:11-b Procedure for Adoption. –
I. A town desiring to permit its library to retain money received from its income-generating

equipment under RSA 202-A:11-a may have the question placed on the warrant for a town 
meeting at which town officers are elected in the manner provided in RSA 39:3. Such question 
shall be presented for voter approval in the following manner:  

(a) A public hearing shall be held by the board of selectmen at least 15 but not more than 30
days before the date the question is to be voted. Notice of the hearing shall be posted in 2 public 
places in the town and published in a newspaper of general circulation at least 7 days prior to the 
hearing.  

(b) For a town which has an official ballot for the election of town officers, the officer who
prepares the ballot shall place the question on such official ballot as it appears in subparagraph 
(d).  

(c) For a town which does not have an official ballot for the election of town officers, the
clerk shall prepare a ballot in the form as provided in subparagraph (d). 

(d) The wording on the ballot shall be as follows: "Shall we permit the public library to
retain all money it receives from its income-generating equipment to be used for general repairs 
and upgrading and for the purchase of books, supplies and income-generating equipment?''  

(e) Upon the ballot containing the question shall be printed the word "Yes'' with a square
near it at the right hand of the question; and immediately below the word "Yes'' shall be printed 
the word "No'' with a square near it at the right hand of the question. The voter desiring to vote 
upon the question shall make a cross in the square of the voter's choice. If no cross is made in a 
square beside the question, the ballot shall not be counted on the question.  

II. A city desiring to permit its library to retain money received from its income-generating
equipment under RSA 202-A:11-a may have the question placed on the official ballot for any 
regular municipal election for the election of city officers upon a vote of the city council or upon 
submission of a petition signed by 5 percent of the registered voters of the city to the city 
council. Such question shall be presented to the voters in the following manner:  

(a) A public hearing shall be held by the city council at least 15 but not more than 30 days
before the date the question is to be voted. Notice of the hearing shall be posted in 2 public 
places in the city and published in a newspaper of general circulation at least 7 days prior to the 
hearing.  

(b) The question shall be placed on the official ballot by the city clerk with the wording and
in the form provided for in paragraph I(d). 

III. Upon approval of the question by a majority of those voting on the question, the provisions
of RSA 202-A:11-a shall be deemed to have been adopted. 

IV. If after adoption of the provisions of RSA 202-A:11-a, any town or city desires to rescind
its adoption, it may do so by referendum pursuant to paragraphs I or II by changing the wording 
in the question on the referendum.  
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Source. 1983, 272:2. 1996, 33:2, eff. June 23, 1996. 

Section 202-A:12 

202-A:12 Annual Reports. – Every library regularly open to the public, or to some portion of
the public, with or without limitations, whether its ownership is vested in the town, in a 
corporation, in an organization or association, or in individuals, shall make a written report to the 
town or city at the conclusion of each fiscal year of (a) all receipts from whatever sources, (b) all 
expenditures, (c) all property in the trustees' care and custody, including a statement and 
explanation of any unexpended balance of money they may have, (d) and any bequests or 
donations they may have received and are holding in behalf of the town, with such 
recommendations in reference to the same as they may deem necessary for the town to consider, 
(e) the total number of books and other materials and the number added by gift, purchase and
otherwise; the number lost or withdrawn, (f) the number of borrowers and readers and a
statement of the use of the property of the library in furthering the educational requirements of
the municipality and such other information and suggestions as may seem desirable, (g) submit a
similar report to the state librarian at such time and on such forms as the commissioner of
cultural resources may require.

Source. 1917, 59:1. PL 10:57. RL 15:60. RSA 202:11. 1963, 46:1. 1990, 73:1. 1998, 363:3, eff. 
Aug. 25, 1998. 

Section 202-A:12-a 

202-A:12-a Trust Fund Annual Reports. – Any public library holding funds in trust shall
report to the office of the attorney general, annually at the conclusion of each fiscal year, the 
information required by RSA 202-A:12(a) through (d).  

Source. 1986, 74:1, eff. July 11, 1986. 

Section 202-A:13 

202-A:13 Discretionary Powers. – The library trustees shall also have the following powers:
I. To authorize the payment from library funds for the necessary expenses of library staff

members attending library courses and meetings for professional advancement; 
II. To extend the privileges and use of the library to nonresidents upon such terms and

conditions as they may prescribe; 
III. To deposit library funds for the purchase of books and related materials with the state

treasurer to secure economies through pooling of purchasing with the state library. Such funds so 
deposited shall be held by the state treasurer in a separate account to be paid out upon orders of 
the state library. The state library shall have no control over the selection of items to be 
purchased by public libraries.  

Source. 1917, 59:1. 1919, 35:1. PL 10:56. 1927, 82:4. 1933, 60:3. RL 15:59. 1943, 90:2. RSA 
202:10. 1963, 46:1, eff. July 1, 1963. 
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Section 202-A:14 

202-A:14 Compensation of Trustees. – No trustee of any public library shall receive any
compensation for any services rendered as such trustee, unless compensation is stipulated in the 
terms of the bequest or gift establishing the library. Trustees may be reimbursed, however, for 
necessary travel expenses to attend professional meetings.  

Source. 1933, 60:4. RL 15:61. RSA 202:12. 1963, 46:1, eff. July 1, 1963. 

Section 202-A:15 

202-A:15 Public Librarian; Qualification and Tenure. – The librarian shall have education
of sufficient breadth and depth to give leadership in the use of books and related materials. The 
librarian shall be appointed by the board of library trustees for a term of office agreed to at the 
time of employment and until a successor is appointed and qualified.  

Source. 1963, 46:1. 1996, 33:3, eff. June 23, 1996. 

Section 202-A:16 

202-A:16 Powers and Duties. – In addition to any other duties which the librarian may be
delegated from time to time, the public librarian shall: 

I. Serve as the administrative officer of the public library;
II. Recommend to the board of library trustees the appointment of all employees.

Source. 1963, 46:1. 1996, 33:4, eff. June 23, 1996. 

Section 202-A:17 

202-A:17 Employees; Removal. – No employee of a public library shall be discharged or
removed from office except by the library trustees for malfeasance, misfeasance, or inefficiency 
in office, or incapacity or unfitness to perform the employee's duties. Prior to the discharge or 
removal of any such employee, a statement of the grounds and reasons therefor shall be prepared 
by the library trustees, and signed by a majority of the board, and notice thereof shall be given to 
the employee not less than 15 days nor more than 30 days prior to the effective date of such 
discharge or removal. Upon receipt of said notice and within 30 days thereafter, but not 
otherwise, the employee may request a public hearing. If such request is made, the library 
trustees shall hold a public hearing on such discharge or removal. The hearing shall be held not 
more than 30 days after receipt of the request for the hearing, and if the trustees, upon due 
hearing, shall find good cause for discharge or removal of the employee, they shall order the 
employee's discharge or removal from office. There shall be no change in salary of such 
employee during the proceedings for discharge or removal nor until the final effective date of the 
order for discharge or removal. The provisions of this section shall apply to the employees of any 
public library except in a case where the city or town has personnel rules and regulations which 
apply to such employees and which make provision for a public hearing in the case of such 
discharge or removal.  

Page 215



Source. 1955, 18:1. RSA 202:10-a. 1963, 46:1. 1996, 33:5, eff. June 23, 1996. 

Section 202-A:18 

202-A:18 Discontinuance of Library. – Any town now maintaining a public library
established by expenditure of town funds may by majority vote at a regular town meeting 
discontinue said library. In case of such discontinuance, the library property of the town may be 
loaned or disposed of by the library trustees, subject to the approval of the commissioner of 
cultural resources. The provisions of this section shall not apply in cases where a public library 
has been acquired by the town in whole or in part by donation or bequest.  

Source. 1933, 60:2. RL 15:54. RSA 202:5. 1963, 46:1. 1985, 268:41. 1990, 73:1. 1998, 363:3, 
eff. Aug. 25, 1998. 

Section 202-A:19 

202-A:19 Defunct Libraries. – When a public library in any town shall, as such, cease to
function, all books or other property given by the state for the use of said library or purchased 
with state funds shall be returned to the state by the selectmen of said town, delivery to be made 
to the commissioner of cultural resources, who shall have the power to retain, sell, distribute, or 
otherwise dispose of such returned books or property as in its judgment seems wise.  

Source. 1917, 59:1. PL 10:58. 1927, 82:5. RL 15:62. RSA 202:13. 1963, 46:1. 1990, 73:1. 1998, 
363:3, eff. Aug. 25, 1998. 

Section 202-A:20 

202-A:20 Custody of Publications. – Any town clerk, board of selectmen, or others having
custody of the books, pamphlets, and public documents that have been sent to the towns by the 
departments of state government may, with consent of the librarian, transfer these publications to 
the public library, upon condition that they be included in the catalogues of the library and be 
made accessible to the public.  

Source. 1913, 48:1. PL 10:60. RL 15:64. RSA 202:15. 1963, 46:1, eff. July 1, 1963. 

Section 202-A:21 

202-A:21 Penalties. – Any town or library official violating any of the provisions of this
chapter shall be guilty of a misdemeanor. 

Source. 1917, 59:1. PL 10:61. RL 15:65. RSA 202:16. 1963, 46:1. 1973, 529:38, eff. Oct. 31, 
1973 at 11:59 p.m. 

Section 202-A:22 
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202-A:22 Custody and Control of Trust Funds. – Trust funds given to towns and cities for
the use of a public library shall be held in the custody and under the management of the trustees 
of trust funds. The entire income from such funds shall be paid over to the library trustees. 
Payment of such income shall be made by the trustees of trust funds to the library trustees as the 
same is received.  

Source. 1917, 59:1. 1919, 35:1. PL 10:56. 1927, 82:4. 1933, 60:3. RL 15:59. 1943, 90:2. RSA 
202:10. 1963, 46:1, eff. July 1, 1963. 

Section 202-A:23 

202-A:23 Exceptions. – Nothing in this chapter shall preclude the library trustees from
accepting, receiving, investing and administering directly any trust funds and donations when so 
specified by the donor. Library trustees administering and investing such special funds shall be 
governed by the provisions of RSA 31:25 and RSA 41:6.  

Source. 1963, 46:1. 1983, 264:5. 1991, 31:2, eff. June 18, 1991. 

Section 202-A:24 

202-A:24 Offenses Against Libraries. – Any person who shall wilfully or maliciously
deface, damage or destroy any property belonging to or in the care of any gallery or museum or 
any state, public, school, college, or other institutional library, shall be guilty of a misdemeanor. 
Any such person shall forfeit to or for the use of such library, gallery, or museum, 3 times the 
amount of the damage sustained, to be recovered in an action in the superior court.  

Source. 1959, 60:1. RSA 572:42-a. 1973, 529:128; 532:11, eff. Nov. 1, 1973. 

Section 202-A:25 

202-A:25 Detaining Books. – Any person who willfully detains any book, newspaper,
magazine, manuscript, pamphlet, publication, recording, film, or other property belonging to or 
in the care of any gallery or museum of any state, public, school, college, or other institutional 
library, may be given written notice to return it, which shall bear upon its face a copy of this 
section, mailed by certified mail to such person's last address or delivered by a person designated 
by the lawful custodian of such property; and if such person shall thereafter willfully and 
knowingly fail to return such property within 15 days after such notice, the person shall be guilty 
of a violation.  

Source. 1959, 60:1. RSA 572:42-b. 1973, 532:11. 1996, 33:6, eff. June 23, 1996. 
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