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Cortland Free Library

Books are just the beginning!

Policy Category: Personnel
Policy Title: Whistleblower Policy

Need for Policy: Cortland Free Library is committed to operating in an environment of honesty
and integrity. It hereby establishes a policy to support its goal of legal compliance and outlines

a process for trustees, employees, and volunteers to report actions that they reasonably believe
violates this policy.

Policy: The Cortland Free Library prohibits unlawful or fraudulent conduct and practices related
to the Library by any of its trustees, employees, or volunteers. The Library expects its trustees,
employees, and volunteers to conduct themselves in accordance with all applicable laws,
regulations, and Library policies and procedures while performing their duties and
responsibilities.

Cortland Free Library encourages all Trustees, staff, and volunteers to raise serious concerns
internally so that the Library can address and correct inappropriate conduct and actions.
Concerns include but are not limited to theft, fraud, mismanagement of CFL resources, and
violations of CFL policies.

e Reporting: It is the responsibility of any Trustee, employee, or volunteer of the Cortland
Free Library with a reasonable concern about actual or potential fraudulent or dishonest
conduct to submit a completed whistleblower form to the Library Director or Board President.
Unless the behavior reported involves a Trustee or the Library Director, the report will be
shared with the full Board of Trustees and the Director.

e Acting in Good Faith: Whistleblowers (i.e., the person submitting a whistleblower form)
should be acting in good faith and have reasonable ground for believing their suspicions or
allegations to be true. Any allegations that cannot be substantiated and can be reasonably
determined to have been made maliciously or to be knowingly false will be subject to serious
disciplinary action by Cortland Free Library.

e Investigation: Whistleblower reports will be handled with sensitivity, discretion, and
confidentiality to the extent allowed by the circumstances and the law. The Board of
Trustees will review and analyze the report, and document the receipt, retention,
investigation, and outcome of the report. The Board of Trustees shall take appropriate
corrective action, if necessary, and shall communicate its conclusion to the reporting
person.

At its discretion, the Board of Trustees’ review and analysis of the report may rely in whole

or in part on an investigation by independent persons such as, but not limited to, auditors
and/or attorneys.
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Whistleblower Protection: CFL Trustees, staff and volunteers who, in good faith, submit a
whistleblower report and participate in any resulting investigation or proceeding, and who
provide the Library with a reasonable opportunity to investigate and correct the alleged
complaint are afforded protections under whistleblower laws. Cortland Free Library and its
Trustees, employees and volunteers may not retaliate against a Whistleblower for a report
of fraudulent or dishonest conduct. Prohibited retaliation includes, but is not limited to
intimidation, harassment, discrimination, or any adverse employment consequences.

Whistleblowers who knowingly initiate, facilitate, support, conceal, or are otherwise complicit
in the reported fraudulent or unlawful conduct or practice should not expect protection under
this policy unless their complicity is itself prompted by duress or is motivated by reasonable
fear of some form of retaliation.

Whistleblowers who believe that they have been retaliated against may file a written report
with the President of the Board. The Board of Trustees shall promptly investigate any report
of retaliation and take any appropriate corrective measures.

The Cortland Free Library may take disciplinary action (up to and including termination)
against an employee, trustee, or volunteer who, in the Board of Trustee’s assessment, has
engaged in retaliatory conduct in violation of this policy or has violated the provisions of this

policy.

Responsibilities: The Board of Trustees shall oversee the adoption, implementation of, and
compliance with this Whistleblower Policy

Approved: 8/19/2020 (This policy replaces the original Whistleblower Policy approved on April

24, 2013)

Revised: 2/19/2025
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ACKNOWLEDGEMENT
(To be completed by Trustees, Employees and Volunteers)

My signature below indicates that I:

e have received, read and understand this policy.

e have been provided with an opportunity to ask questions about the policy.

e agree to comply with this policy.

Signature: Date:

Printed Name:
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WHISTLEBLOWER REPORTING FORM
Please review the attached Whistleblower Policy.

Your name* (see note below):

Telephone: Email:

Type of incident:
O incorrect financial reporting
O unlawful activity activities that are inconsistent with Cortland Free Library policies

O other serious improper conduct

COMPLAINT: Briefly describe the improper activity and how you know about it.

What wrongdoing occurred?

Who did the wrongdoing?

When did this occur?

Where did this happen?

What enabled this to happen (How)?

EVIDENCE: Please describe how the investigator could locate supporting documentation or attach a
copy of evidence that you have already in your possession. You should NOT attempt to obtain evidence
for which you do not have a right of access.
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OTHER WITNESSES: Please provide the name and phone number of any other witnesses.
Witness Name Phone #

Submit this report to the Library Director or President, Board of Trustees, Cortland Free Library

32 Church Street, Cortland, NY 13045. If the President of the Board is the person you are reporting,
submit the report to Library Director. If the Library Director is the person you are reporting, submit the
report to the Board President.

Mark the envelope “Confidential.”

*NOTE: With the exception of a person’s report of his or her own violation, the reporter shall not be
required to provide his or her name, telephone and email on the form. All other requested information
must be provided, so that an investigation can be conducted.
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