VILLAGE OF BROCKPORT
"To provide a high quality of life for all residents, exercising fiscal responsibility
and preserving Brockport's unique heritage and historic character.”
VILLAGE BOARD - MEETING AGENDA
Monday, August 17, 2015 7:00pm
Location: Village Hall conference room

CALL TO ORDER / PLEDGE: please silence cell phones & electronic devices
MOMENT OF SILENCE: to honor those who serve our Country, enforce our laws, & respond to emergencies
BROCKPORT HISTORICAL MOMENT:
OATH OF OFFICE: none
CERTIFICATES & PROCLAMATIONS: none
PUBLIC HEARING: none
PUBLIC COMMENT: 5 minute limit per person / state name & address for record & speak directly to entire
Board / share if this is a prepared statement & submit hard copy to Clerk after reading (& electronically next day)
¢ GUESTS:

o Jackson Mahoney, BHS Class of 2016/Homecoming Parade Committee — 9/25/15 parade application
¢ CONSENSUS ITEMS:

o Approval of minutes — 7/20/15 & 8/3/15

o Approval of bills to be paid
¢ CLERK REPORT:

o Clerk — Leslie Ann Morelli

= Tax collection update
= Employee/retiree benefits — informational packets re 9/1 plans & rates

e DEPARTMENT REPORTS: (VB meeting the 3 Monday of each month)
o Treasurer — Treasurer Daniel P. Hendricks

=  Financial reports for period ending 7/31/15

= Budget Amendments & Transfers

= Authorization for Treasurer to attend NYCOM Fall Training School 9/28-10/2
o Building / Zoning / Code Enforcement — BI/CEQ David J. Miller, Jr.

o Police — Police Chief Daniel P. Varrenti

o Public Works — Superintendent Harry G. Donahue
¢ PERSONNEL ITEMS:
o Accept resignation of Lynette Lemcke as Part Time Clerk to Village Justice effective 10/3/15
o Authorize vacancy notice for Part Time Clerk to Village Justice & authorization to attend 9/27-9/30 training
o Set brief special meeting to hire Part Time Clerk to Village Justice per search results/recommendation
e OLD or NEW BUSINESS:
o Approve E.L.K. Museum Policies
¢ VILLAGE BOARD REPORTS:
o Mayor Margaret B. Blackman (excused)

o Trustee/Deputy Mayor William G. Andrews

o Trustee Valerie A. Ciciotti

o Trustee Katherine J. Kristansen

o Trustee John D. La Pierre

¢ EXECUTIVE SESSION (if needed)
« ADJOURNMENT
Upcoming:
Village Board work session: 7pm Monday, 8/24
Village Hall closed: Friday, 9/4 & Monday, 9/7 for holiday
Village Board meeting: 7pm Monday, 9/21 (with Attorney & Treasurer & Department Heads)
Village Board work session: 7pm Monday, 9/28




GUIDELINES
FOR PUBLIC COMMENT:

The public shall be allowed to speak only during the public
comment period of the meeting or at such time as
recognized by the presiding officer.

- o Speakers must be visible.

» Speakers must give their name, address and
organization, if any.

» Speakers must be recognized by the presiding officer.

e Speakers must limit their remarks to (5) five minutes on a
given topic or extended if recognized by the presiding
officer.

e Board members may, with the perniission of the Mayor,
interrupt a speaker during their remarks, but only for the
purpose of clarification or information.

o All remarks shall be addressed to the Board as a body
and not to any member thereof.

e Speakers shall observe the commonly accepted rules of
courtesy, decorum, dignity and good taste.

o Interested parties or their representatives may address
the Board by written communications in the event of
creating a hardship to attend the meeting personally.



VILLAGE OF BROCKPORT
PARADE / PROCESSION APPLICATION

(when street(s) closure is involved)

Date of Application: 3~ [1- 15

Proof of Insurance Proyided; pertt

Date scheduled on Village Board agenda: ¢ (]

&3~ Note: Applicant must attend Villdge Board meeting!

GROUP / ORGANIZATION: Q;l'oc,lz,,o(% HqL\ ScAoo[ Class of aolé

Home (om .’A:) r\)uft:qle. (OMm: ) Hel

PERSON(s) IN CHARGE: _{ ¢, c kson Na‘aonc}/ Cehrs Hoslet) Asyse,

ADDRESS:}_mck{,d; \4.},\ schoaf~No Allen Shieed BiaKpert P72

TELEPHONE: (535) 33)-1458 FAX:

E-MAIL: Amkow \‘iQY@umA [.cam

PARADE / PROCESSION DATE: F(|J\s\l SengBC( 9~5 9\0\5

START TIME: 3330 2 END TIME:

PURPOSE: 1o being the  Common; by +oqe+koc Jn Celebybion

of B(&Kﬂad- “\Jg"\ & loals hof‘*ﬂfuf‘zj*l

ROUTE: (attach a map also) oot hiae v SlacdS ot PWen S¥peet Dee

Bamy T+ wll ondinve Joon Mldn shreck and te(minate

i St of  fealpsrh M,jl_, School .

APPLICANT HAS RECEIVED A COPY OF VILLAGE CODE CHAPTER 33
AND AGREES TO ABIDE BY THE REGULATIONS.

Note: Main Street closure requires process involving New York State Department of I'ransportation.

edin [ Mo

SKAATURE OF APPLICANT

<
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BLUE DEVILS ol
UNITE aLA

HOMECOMING SEPTEMBER 25™" 2015

Dear Brockport Central School District Supporter:

On behalf of Brockport Central School District, we would like to invite you to participate in
the 2015 Brockport High School Homecoming Festival and Parade. As a member of the
community we want to recognize your contributions to the Brockport area and ask that you
join us in celebrating Homecoming 2015.

This year’s Brockport High School (BHS) parade will be held on Friday, September 25,
2015 starting at 5:30pm. Sponsorships are available and encouraged. All parade details
and an application form have been included. The cost to proudly represent your
organization/business and walk in the parade is free.

The BHS Homecoming Festival is new this year. We are inviting all community
organizations/ businesses to come together on the Brockport Central School District
campus and celebrate with all students, current and returning. Festival participants have
the opportunity to set up in their own 20ft. X 10ft. area and let the rest of the community
know what they have to offer and what’s happening in the Brockport area. As the parade
ends at Brockport High School, The Homecoming Festival will begin! Vendors will
be set up both inside and outside of BHS. Music will be provided by a local D], a food
truck rodeo will provide many great eating opportunities, and carnivai games will be
available to keep the younger children entertained. A Cruise-In for all our car aficionados
will be held on the North East side of the BHS parking lot immediately following the

parade.

The Homecoming game will begin at 7:30pm in the Dahn Walrath Stadium. We hope that
you will stay and cheer on the Brockport Blue Devil’s Varsity Football Team as they take on

the West Irondequoit Eagles.

We want to make this Homecoming Festival and Parade spectacular. We know that this
can only happen with your involvement and support. Please consider joining us in
celebrating Brockport High School’s Homecoming 2015 by actively participating in both by
walking in the parade and being a part of the Homecoming Festival. Parade applications
are due by Friday, September 18% and Festival applications are due by Thursday,
September 10,

Please feel free to contact Christine Howlett, Senior Class Advisor, at 585-637-1873 or
Christine.howlett@bcs1.org for further information.

On behalf of Brockport High School,

Christine K. Howlett and Heather Fuenfstueck
Class of 2016 Advisors







BLUE DEVILS
UNITE
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HOMECOMING 25 z0:5

HOMECOMING FESTIVAL AND PARADE INFORMATION AND GUIDELINES

PARADE

< Date of Parade: Friday, September 25, 2015

< Line Up Time: 4:15-5:00pm Parade Time: 5:30pm

* Line Up Location: Corner of Adams St. and Allen St.

Parade Route: Oliver Middle School to Brockport High School
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Theme: Book Series
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Parade Rules:
o All participants must complete a Homecoming Festival and Parade Application Form.

o All participants must comply with the Highway Code at all times when making your way

%

along the parade route.

o Ensure that all parts of your float are secure.

o All participants must follow the Brockport Central School District's Student Conduct
Manual, which can be found at http://www.bcs1.org/parents.cfm?subpage=148

o The Brockport Homecoming Festival and Parade Council reserves the right to prevent any

group/float from participating that it deems to be non-compliant with these guidelines.

o Owners of animals participating in the parade are responsible for waste removal

throughout the parade route.
o Only properly registered vehicles operated and insured by a licensed adult driver will be

permitted in the parade.

FESTIVAL

¢ Date of Festival: Friday, September 25, 2015
++ Festival Time: Begins at 5:30pm
* Festival Location: Front Lawn of Brockport High School and High School Atrium




< Set Up Time: 3:45- 5:00pm

+ Festival Rules

o

o

All participants must complete a Homecoming Festival and Parade Application Form.

All participants must follow the Brockport Central School District’s Student Conduct
Manual, which can be found at http.//www.bcs 1.org/parents.cfm?subpage=148

The Brockport Homecoming Festival and Parade Council reserves the right to prevent any
organization from participating that it deems to be non-compliant with these guidelines.
All participants are responsible for the set up and take down of all merchandise displayed.

Tables are not provided.

All participants are responsible for the security of your own space.

All trash from your assigned area is your responsibility and must be cleaned up.

Rain or Shine- there are no refunds. If it is raining the Homecoming Festival will be held in
the BHS gymnasium.

Set up time for the festival will be provided prior to the start of the parade. We encourage
all Festival participants to set up and then walk in the parade.

Please plan your setup with care. Remove your merchandise from your car, move your
vehicle, and then return to work your display.

Parking is provided in the East Parking Lot of the Brockport High School. (This parking lot

will also hold the Cruise In participants.)

% Cruise In

o

o

o

All participants must complete a Homecoming Festival and Parade Application Form.
All participants will be provided an assigned spot for their automobile.

All participants are encouraged to drive in the parade.



BLUE DEVILS
UNITE
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HOMECOMING FESTIVAL AND PARADE APPLICATION/SPONSORSHIP FORM

Organization/Business:

Contact Person:

Mailing Address:

Email:

Phone:

SPONSORSHIP

____—I Blue & White Sponsorship $200 (Includes: 20X 10 prime assigned outside area at
Homecoming Festival, organization may construct a float, name announced by parade emcee and |
at homecoming game, recognition on ALL Homecoming printed material, name scrolled on

scoreboard throughout the football game, listing in the Homecoming Festival Bulletin, and blue

ribbon denoting your sponsorship.)

—

| Gold Sponsorship $100 (Includes: 20X10 assigned outside area at Homecoming Festival,
rganization may construct a float, name announced by parade emcee and at homecoming game,
isting in the Homecoming Festival Bulletin, and gold ribbon denoting your sponsorship.)

:l Silver Sponsorship $50 (Includes: 10X10 assigned outside area at Homecoming Festival,
irganization may walk in parade, name announced by parade emcee, listing in the Homecoming

'estival Bulletin, and silver ribbon denoting your sponsorship.)

:] [ am unable to attend, but would like to make a donation of $

( NO TENTS, TABLES OR POWER ARE PROVIDED)




PARADE PARTICIPANTS

l:] Walking group in parade Number of participants
l:] Vehicle in parade

l:] Horse-back

It is FREE to participate in the parade but you must fill out an application! The parade will begin at
5:30pm at the front entrance of Oliver Middle School and end at Brockport High School.

Please describe your entry for the parade emcee

FESTIVAL PARTICIPANTS
':l $25 (Includes: 10X10 assigned outside area during the Homecoming Festival). There are a

limited number of tables available for use inside the school atrium only. Inside tables must be

reserved by contacting Christine.howlett@bcs1.org. QOutside- Tents, tables and power are not

provided. (No food can be sold at Vendor sites.)

CRUISE IN PARTICIPANTS

':l $10 (Includes: Roped off Cruise In area and assigned space, participants are encouraged to

drive their automobile in the parade and then park at the Cruise In area.)

Parade applications are due by Friday, September 18t and

Festival/Cruise In applications are due by Thursday, September 10%.

Applications and payments can be mailed to:
Brockport High School- Attn: Christine Howlett
40 Allen Street, Brockport, NY 14420
Fax: 585-637-1853
ALL CHECKS should be payable to BHS Class of 2016

FOR OFFICE USE ONLY
Date Received

Check Number

Received by



BLUE DEVILS
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BROCKPORT HOMECOMING FESTIVAL FOOD TRUCK APPLICATION FORM

Organization/Business:

Type of food sold:

Contact Person:

Mailing Address:

Email:

Phone:

FOOD TRUCK

I:] $100 donation to Class of 2016 :, Donation of 10% of evening's profits
Food Truck applications are due by Friday, September 18t

Applications and payments can be mailed to:
Brockport High School- Attn: Christine Howlett
40 Allen Street, Brockport, NY 14420
Fax: 585-637-1853
Phone: 585-637-1873
Christine.howlett@bcs1.org

ALL CHECKS should be payable to BHS Class of 2016

FOR OFFICE USE ONLY
Date Received

Check Number

Received by



BROCKPORT HOMECOMING FESTIVAL FOOD TRUCK APPLICATION FORM CONT D

Vendor Applications will be taken on a first come/ first serve basis.

Vendors must provide:

Copy of Monroe County Health Certificate
Copy of NYS tax ID

Proof of Insurance

Photo of what you are vending from
Dimensions of truck

Copy of proposed menu

Vendor Information:

Festival:

Vendor areas should be left clean of litter and debris at end of evening

Vendors must use the area assigned to them

There is a seating/eating area provided. Please do not bring eating area tables.

No alcohol or tobacco is permitted to be sold or used on campus

All participants must follow the Brockport Central School District's Student Conduct Manual,

which can be found at http://www.bcs1.org/parents.cfm?subpage=148
The Brockport Homecoming Festival and Parade Council reserves the right to prevent any

vendor from participating that it deems to be non-compliant with these guidelines.

Date of Festival: Friday, September 25, 2015

Festival Time: Begins at 5:30pm

Festival Location: Front Lawn of Brockport High School and High School Atrium
Set Up Time: 3:45- 5:00pm

Football game begins in adjacent stadium at 7:30pm
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Date: 08/11/2015 | Statement of Actual & Estimated Revenue I User: DAN
Time: 3:07:28PM Page: 1
Village of Brockport
For Period Ending 07/31/2015
Selecting on FUND from A to A
ACCOUNT ESTIMATED MONTH-TO-DATE YEAR-TO-DATE UNREALIZED ACTUAL YTD
DESCRIPTION REVENUE REVENUE REVENUE REVENUE % REALIZED
A0599.0000
Appropriated Fund Balance 275,000.00 275,000.00
A1001.0000
Real Property Taxes 2,644,077.00 1,965.48- 1,965.48- 2,646,042.48 -0.07
A1081.0000
In-Lieu-Of Taxes 13,130.00 5,233.76 39,938.35 26,808.35- 304.18
A1090.0000
Int & Penalties on Taxes 12,000.00 2,401.39 2,401.39 9,598.61 20.01
A1120.0000
County Sales Tax 1,550,000.00 1,550,000.00
A1130.0000
Utility Gross Receipts Tax 75,000.00 17,256.20 18,166.15 56,833.85 24.22
A1170.0000
Franchise Tax 75,000.00 75,000.00
A1230.0000
Clerk/Treasurer Fees 1,250.00 280.00 544.00 706.00 43.52
A1520.0000
Police Fees 500.00 15.00 90.00 410.00 18.00
A1560.0000
Safety Inspections 15,000.00 5,493.50 8.563.50 6,436.50 57.09
A1710.0000
Public Works Services 3,000.00 680.86 1,642.58 1,357.42 54.75
A1789.0000
Docking Fees 3.000.00 1,581.10 2,003.60 996.40 66.79
A2089.0000
Farmers Market Fees 2,500.00 2,090.00 2,340.00 160.00 93.60
A2110.0000
Zoning Fees 1.500.00 200.00 400.00 1,100.00 26.67
A2115.0000
Planning Fees 600.00 138.00 283.00 317.00 47.17
A2389.3000
Monroe County - DWI 13,064.00 13,064.00
A2389.8001
Monroe Cty CDBG-Perry Street 7.800.00 7.800.00
A2389.9000
Reimbursement-Annual Library Service 5,000.00 5,000.00
A2389.9001
SCS Contribution- Crossing Guards 5,000.00 5,000.00 5,000.00-
A2401.0000
Interest & Earnings 4,000.00 81.16 1562.17 3,847.83 3.80
A2401.3000
Interest & Earnings- Asset Forfeiture 0.79 0.79 0.79-
A2545.0000
Bus / Occupation License 40,000.00 1,887.50 2,025.00 37,975.00 5.06
A2590.0000
Permits 5,000.00 2,000.00 2,000.00 3,000.00 40.00
A2610.0000
Fines & Forfeitures 100,000.00 1,780.00 1,780.00 98,220.00 1.78
A2650.0000
Scrap Sales 1,000.00 335.00 335.00 665.00 33.50
A2655.0000
Minor Sales 3,500.00 3,500.00
A2655.0001
Minor Sales - Museum (Adopt A Picture) 390.00 410.00 410.00-
A2680.0000
Insurance Recoveries 6,500.00 6,500.00
A2690.0000
Other Comp - Reimbursement 2,500.00 2,500.00
A2701.0000
Refund of P/Y Exp 20,500.00 1,172.03 19,327.97 5.72

A2770.0000



Date: 08/11/2015

Statement of Actual & Estimated Revenue

User: DAN

Time: 3:07:28PM Page: 2
Village of Brockport
For Period Ending 07/31/2015
Selecting on FUND from A to A

ACCOUNT ESTIMATED MONTH-TO-DATE YEAR-TO-DATE UNREALIZED ACTUAL YTD

DESCRIPTION REVENUE REVENUE REVENUE REVENUE % REALIZED

Other Unclassified 500.00 50.29 54.79 445.21 10.96
A3001.0000

State Aid - AIM 110,000.00 110,000.00
A3005.0000

State Aid-Mortgage Tax 25,000.00 12,630.34 12,369.66 50.52
A3089.4000

State Aid-Other 1,122.30 7.418.30 7.418.30-
A3089.7000

State Aid - Other 10,975.00 10,975.00
A3089.7001

State Aid, CHIPS 84,291.00 84,291.00
A3089.7004

State Aid, Impact Tools Grant for PD 31,200.00 31,200.00
A4089.4002

New York Main St. Grant 11,487.00 11,487.00-
A4089.4003

Active Transportation Grant 10,198.85 10,198.85 10,198.85-
A9999.0000

Acct for Exp.Transfers 19,643.27 23,967.66 23,967.66-

Report Totals 5,142,387.00 75,893.49 153,039.02 4,989,347.98 2.98
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Date: 08/11/2015 | Statement of Actual & Estimated Revenue I User: DAN
Time: 2:00:32PM Page: 1
Village of Brockport
For Period Ending 07/31/2015

Selecting on FUND from F to F

ACCOUNT ESTIMATED MONTH-TO-DATE YEAR-TO-DATE UNREALIZED ACTUAL YTD

DESCRIPTION REVENUE REVENUE REVENUE REVENUE % REALIZED
F2140.0000

Metered Water Sales 600,000.00 57,394.83 107,273.38 492,726.62 17.88
F2141.0000

Meter Water Sales O/G 505,000.00 30,320.82 63,684.67 441,315.33 12.61
F2144.0000

Water Service Charges 8,000.00 20.00 20.00 7.,980.00 0.25
F2148.0000

Interest & Penalties 7,550.00 707.07 1,687.21 5,862.79 22.35
F2401.0000

Interest & Earnings 1,000.00 31.50 58.03 941.97 5.80
F2401.1000

Int Earned-Spec Reserves 250.00 250.00

Report Totals 1,121,800.00 88,474.22 172,723.29 949,076.71 16.40
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Date; 08/11/2015
Time: 2:00:44PM

Statement of Actual & Estimated Revenue

ESTIMATED

Village of Brockport

For Period Ending 07/31/2015
Selecting on FUND from G to G

MONTH-TO-DATE

YEAR-TO-DATE

User: DAN
Page: 1

UNREALIZED ACTUAL YTD
REVENUE % REALIZED

ACCOUNT

DESCRIPTION REVENUE REVENUE REVENUE
G2122.0000

Sanitary Sewer- Sewer Charges 146,419.00 11,900.70 23,020.92 123,398.08 15.72
G2128.0000

Sanitary Sewer- Interest and Penalties 100.00 100.00
G2401.0000

Interest and Earning- Sewer Fund 0.88 1.75 1.75~

146,519.00 11,901.58 23,022.67 123,496.33 15.71

Report Totals
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DRAFT
PART-TIME CLERK TO VILLAGE JUSTICE
VILLAGE OF BROCKPORT

The Village of Brockport seeks an individual to serve part time as Clerk to one of the two part
time Village Justices in a variety of clerical, customer service and record keeping functions.
This is an appointed secretarial and bookkeeping position serving the Village Justice. The work
involves preparing for court sessions, recording and processing court decisions and outcomes,
keeping paper and electronic records, processing and distributing correspondence, receiving,
depositing, and reconciling monies, and providing excellent customer service.

Successful candidates will be required to attend New York State Association of Magistrates
Court Clerks training in Niagara Falls September 27-September 30, 2015. Preferred start date
prior to September 18, 2015 court session.

Education and Experience: paralegal, secretarial, bookkeeping or related field. Associates
Degree and public sector/municipal experience preferred. Must be personable, have a positive
attitude, be a quick learner, detail/accuracy oriented and able to multi-task/prioritize. Familiarity
with Microsoft Office is necessary. Additional task-specific computer programs will be utilized.
Knowledge of SEI software is a plus.

Part time weekdays, 22 % - 26 hours per week. Monday — Thursday noon-4:30pm with
expanded hours on the twice-monthly Friday court date. Needs to be able to cover for the other
part time Court Clerk on occasion. $13.50 - $15.00 per hour depending on experience. No
benefits. New York State Retirement System. MUST be a Monroe County resident.

Download employment application from www.brockportny.org. Send cover letter and résumé
with completed employment application by e-mail to: Imorelli@brockportny.org or by mail to:
Attention: Brockport Village Clerk 49 State Street Brockport, NY 14420.

Application deadline: NOON, Thursday, September 3, 2015

Leslie Ann Morelli, Brockport Village Clerk
Dated: 8/17/15
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Revision History

Revision 1 — approved by the Museum Board 6/24/15
- Original version

Revislon 2 — approved by the Village Board 8/17/15

- Added requirement for collections committee to develop and maintain a
collections inventory, and provide a monthly report of any items to be considered
for deaccessioning or loan to the Village Board

- Added review with Village Board Date to forms for Deaccessioning and Loan
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Emily L. Knapp Museum
49 State Street, Brockport N.V. 14420

Purpose
Summarize processes that govern the Emily L. Knapp Museum

Scope
This document applies to all Museum Board members, volunteers, Village historian, Village
Trustee liaison, The College at Brockport faculty and students, donors, and visitors to the

Museum.

Mission Statement
The mission of the Emily L. Knapp Museum, an educational institution, is to
collect, preserve, and provide access to the heritage and history of the greater
Brockport community.

Museum Board

> Membership Requirements - The Museum Board is comprised of individuals who have
formally submitted a Village of Brockport Position Interest Form to the Village Clerk and been
appointed by the Village Board. Membership on the Museum Board is limited to residents of the
Village of Brockport. Terms are from 1 to 3 years. The Museum Board consists of at least 4 but
not more than 8 members plus the Village Historian. A member of the Village Board serves as a
liaison to the Museum Board and is a nonvoting member. The College at Brockport may propose
an individual from the Museum Studies/Public History Program. This position is nonvoting and is
subject to nomination by the Mayor and appointment by the Village Board of Trustees. Formal
submission of a Village of Brockport Position Interest Form is required. Any Museum Board
member who is absent from 3 meetings in one year without good cause shall be considered to
have resigned from the Museum Board and its committees. Good cause is considered to be any
reason for which absence is excused by the Chairperson.

> Meeting Process — Meetings are conducted on a monthly basis. Agendas include but are not
limited to the following items: status of projects, funding requests, acquisition and deaccession of
museum items, special events, The College at Brockport requests, and review of current
processes and procedures. Roberts Rules of Order govern how meetings are conducted. All
meetings are documented with meeting minutes which are distributed to members of the
Museum Board via Email and filed with the Village Clerk. Motions are carried by means of a
simple majority of the Museum Board members who are in attendance. Museum Board members
must be in attendance to vote.

> Board Position — Museum Board positions include the following; Chairperson, Vice Chair, and
Secretary. These positions are filled by Museum Board members who have expressed an interest
in them. The August Meeting of the Museum Board meeting is typically used to elect members to
these positions. Election is based on a simple majority of those board members who are present

at this meeting.
> Roles and Responsibilities

Position Responsibility

¢ Chair board meetings.

o Develop board meeting agenda.

¢ Approve funding requests from the Vivian Shafer Trust
of less than $ 2,500, which have been reviewed and
approved by the Museum Board and submit said
requests to the Village Clerk.

Chairperson
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Emily L. Knapp Museum
49 State Street, Brockport N.Y. 14420

¢ Provide the Village Clerk with a schedule of meetings
and meeting notices.

e Submit meeting minutes to the Village Clerk’s Office.

e Provide a written report to the Village Board at least
annually on the state of the museum and goals.

¢ Ensure review of Collections Committee and The
College at Brockport Committee.

¢ Conduct board meetings in the absence of the
Chairperson.

Vice Chair e Serve as acting Chairperson in the event that the
Chairperson is unable to discharge the responsibilities
of that position.

o Distribute meeting agenda via Email several days prior
to each meeting.

Secretary o Distribute meeting minutes via Email to Museum Board
members
o Interpret the past and share this work via appropriate
means
Historian e Serve as a local advocate for historical preservation

e Serve as a resource to the Village of Brockport on
questions relating to history and preservation

Volunteers
Museum operations are greatly enhanced by the generosity of individuals who are willing to
share their time and talents with the organization. Each volunteer must indicate their availability
by submitting a Position Interest Form to the Village Clerk. Volunteers are nominated by the
Mayor and appointed by the Village Board. Their term length is not specified and is
indeterminate. Village residency is not required. The role of each volunteer is to assist the
Museum Board in accomplishing the annual goals and objectives.

Goals and Objectives
» Goals and objectives are developed for the Museum on an annual basis.
> Status of goals and objectives are reviewed monthly during regularly scheduled meetings
> Avyearly report is developed, documented, and presented to the Village Board via the Village
Clerk by the Chairperson of the Museum Board.

Record Management
> All files are stored in the museum in an appropriate format.
» Records which are subject to this policy include:

Meeting Minutes

Meeting Agenda

Funding Requests

Goals and Objectives

Student Project Summaries

Receipts and Expenditures of the Museum Board

Accession/Deaccession Forms

Annual reports to the Village Board

Gift agreements

A N N N N N NN
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Emily L. Knapp Museum
49 State Street, Brockport N.Y. 14420

Gift acknowledgements
Loans

Collections Management
> Collections Policy

The Emily L Knapp Museum will collect only those items that preserve and provide access
to the heritage and history of the greater Brockport community. The collection will be
limited to those items that the Museum can properly store, preserve, and display. There
will be a Collections Committee who has responsibility for accessioning and
deaccessioning items from the Museum.

> Collections Committee

The committee will be comprised of at least one member of the Museum Board as well as
2 or 3 others. They may be volunteers or Museum Board members. The Chairperson
must be a member of the Museum Board. A collections inventory will be developed
and maintained by the committee. The committee will provide a monthly
summary of any items that are recommended to be deaccessioned to the
museum board for approval. Upon approval, the list will be forwarded to the
Village Board for final approval. The committee will provide an annual report to the
Board documenting accessioning, deaccessioning, and loan activity during the year.

» Acquisition

> Loans

All donors are required to sign a Gift Agreement and Accession Receipt. No object will be
taken into the Museum without this form. The form will be filed in the accession file.
Donors must be informed that items are accepted subject to the Boards approval.
Accession criteria include but are not limited to the following: relevance to the mission of
the museum, proper preservation is achievable, legality of ownership is documented,
condition of the item is sufficient to enable display and review, item does not duplicate
other objects within the collection; and gift agreement form has been signed by the
donor. No member of the Museum may determine the value of the item being donated.
If the donor requests this information, it is the donor’s responsibility to obtain an
estimate from a qualified appraiser and to fund the appraisal. All gifts will be
acknowledged with a Gift Acknowledgement Form describing the gift and signed by a
member of the Museum Board. Recommendations for deaccessioning must be reviewed
and approved by the Museum Board and documented in the annual report to the Village
Board.

Items from the collection may be loaned to other organizations for educational or
aesthetic purposes. Loaned objects must be approved by the Museum Board. No loaned
object may be altered or modified in any way. All loans will be documented with a Loan
Agreement form. A monthly summary of items proposed to be loaned will be
provided to the Village Board for approval.

» Deaccessioning

From time to time, it may become necessary to remove items from the collection.
Rationale for removal must be documented. Criteria may include but are not limited to
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Emily L. Knapp Museum
49 State Street, Brockport N.Y. 14420

the following: no longer relevant to the mission of the museum, proper preservation
within museum facilities is not possible, legality of ownership is in question, condition of
the item is no longer sufficient to enable display and review, or the item duplicates other
objects within the museum. The deaccessioned item should be donated to another
museum or educational institution, sold at public auction, traded to another museum, or
destroyed. Final disposition of deaccessioned objects must be documented and in
accordance with State Law. Recommendations for deaccessioning must be reviewed and
approved by the Museum Board and documented in the annual report to the Village
Board. A monthly report of any items proposed for deaccessioning will be
forwarded to the Village Board for approval.

Partnership with The College at Brockport
> Education Committee

An important part of the museum’s mission includes a responsibility as an educational
institution which provides access to the rich heritage of the Village of Brockport. A
partnership with The College at Brockport is one of the ways that this is enabled. There will
be an Education Committee which is responsible for facilitating and enhancing this interface.
The committee will be comprised of at least one member of the Museum Board as well as 2
or 3 volunteers. The College at Brockport will be represented by at least one member on the
committee. Responsibilities of the committee are as follows:

v" Develop a list of projects which are mutually beneficial to the students as well as the
museum. The project list must be approved by the Museum Board as well as the faculty
of the appropriate department(s) at The College at Brockport.

v" Provide access to the museum based on a schedule of hours during which the facility is
available for students.

v' Receive student projects and final reports consistent with the record management policy
of the museum.

v Provide the Board with a final report of the educational activities with which the museum
was involved at the end of each semester. The report will be written and reviewed with
the Board at the end of each semester.

v" Ensure documentation of intellectual property access for the Emily Knapp Museum.

Preservation and Handling
Handling of objects located in the museum should be minimized. If it is necessary to handle an
object, hands should be clean, dry, and lotion free. Use of cotton or latex gloves is ideal. Be
aware of jewelry, belt buckles, or other accessories that may inadvertently come in contact with
the object and remove these things if they may be in close contact with the object. Objects may
not be removed from the museum without appropriate authorization and documentation. This is
accomplished via the Object Location Tracking Form.
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Emily L. Knapp Museum
49 State Street, BrocRport N.Y. 14420

References
> Emily L. Knapp Museum & Library of Local History Resolution amended by Village Board 11/17/14
[ soF 8

7l

elk Village Resolution
111714

> Village of Brockport Purchasing/Procurement Policy
K-

A

Village Procurement
Policy 081814

» New York State Department of Education Guidelines for Local Government Historians

EE-
A

NYSED Local
Historian Guidelines
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Emily L. Knapp Museum
49 State Street, Brockport N.Y. 14420

Accession Number

Gift Agreement and Accession Receipt

Donor Name Date

Donor Address Phone Number

E Mail Address

Clear Title:

I certify that the item(s) described below legally belong to
me or I have the authority from the donor to convey this property.

Description of the item:

Please indicate the physical condition of the object:

Please describe what you know about the owner of the object as well as the history of the object and
how it fits into Brockport:

Gift Agreement

I hereby give, transfer, and assign all of my owner’s rights, title, and interest of the object(s) described
above to the Emily L Knapp Museum as an unrestricted gift. I understand and agree that the object(s)
may be displayed, loaned, retained, or disposed of in such a manner as in the best interest of the Emily
L. Knapp Museum and at the discretion of its Board of Directors. I further understand that the Collections
Committee will give careful consideration relative to the acceptance of the object(s) in order to ensure
that it contributes to our local history, is not duplicative, and can be given appropriate care. If after
careful consideration, the object(s) is not added to the collection, it will be returned to the donor. It is
understood that if accepted by the Museum Board, that the gifted item will become the property of the
Emily L Knapp Museum and as such be subject to the accession/deaccession policy as described in the
bylaws of the museum

Signature of Donor Date

Signature of Collection Committee Date
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Emily L. Knapp Museum
49 State Street, Brockport N.Y. 14420

Gift acknowledgement Form

Date

Dear

The mission of the Emily L. Knapp Museum is to collect, preserve, and provide access to the heritage of
the greater Brockport community. Following the appropriate due diligence assessment of your donation,
the Collections Committee has determined that your item meets the appropriate criteria and will be added
to the collection of the Museum. We are grateful for your donation of

Your generosity will enhance the ability of the Museum to accomplish its mission

With warmest regards,

On behalf of the Emily L Knapp Museum
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Emily L. Knapp Museum
49 State Street, Brockport N.%Y. 14420

Accession Number

Recommendation for Accession

Date reviewed by Collections Committee

Description of the object:

Picture of the object:

Justification for Accession (Check all that apply)

[] Relevant to mission of the museum

D Proper preservation within museum facilities is possible
Legality of ownership is documented
Condition of the item is sufficient to enable display and review

Item does not duplicate other objects within the collection

O4doaoagd

Gift agreement form has been signed by donor

Prepared by Date

Date of review with Museum Board
Disposition

[] Approved

D Not Approved
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Emily L. Knapp Museum
49 State Street, BrocRport N.Y. 14420

Accession Number

Recommendation for Deaccession

Date reviewed by Collections Committee

Description of the object:

Picture of the object:

Justification for Deaccession (Check all that apply)
[J No longer Relevant to mission of the museum
I:] Proper preservation within museum facilities is not possible
D Legality of ownership is in question
D Condition of the item is no longer sufficient to enable display and review

D Item duplicates other objects within the collection

Prepared by Date

Date of review with Museum Board

Date of review with Village Board

Disposition

D Approved
D Not Approved
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Emily L. Knapp Museum
49 State Street, Brockport N.YV. 14420

Accession Number

Record of Final Disposition
Date reviewed by Collections Committee

Description of the object:
Picture of the object:
Final Disposition
|:| Exchange or transfer to another museum or educational institution
[] Discard or destruction
[J Return to donor
|:| Sale per Village of Brockport procedures

Justification for disposition

Prepared by Date

Date of Review with Museum Board

Date of Review with Village Board

The Emily L Knapp Museum grants title to the object(s) described above to the party listed
below. Signature acknowledges receipt of the object(s)

Received by Date

Title

Organization Name
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Emily L. Knapp Museum
49 State Street, BrocRport N.Y. 14420

Accession Number

Witness of Destruction Form

Description of the object:

Picture of the object:

The object(s) listed above was destroyed on by means of

Signature below attests to the destruction and permanent removal from the collection of the
Emily L Knapp Museum

Collections Committee Date
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Emily L. Knapp Museum
49 State Street, Brockport N.Y. 14420

Accession Number

Object Location Tracking Form

Description of the object:

Location:

Reason for removal:
Anticipated date of return:

Comments:

Signature of individual responsible for security and integrity of the object during its removal from
the museum.

Date

Collections Committee approval Date
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Emily L. Knapp Museum
49 State Street, Brockport N.Y. 14420

Accession Number

Description of the object:

Borrower

Name

Address

Phone

Loan Period from

Reason for the Loan

Location for Display of Loaned Item

Object Condition

Outgoing Condition

Loan Agreement Form

Incoming Condition

The borrower assumes responsibility for the loaned object when the object leaves the Museum and ends
when the loaned object is physically returned to the Museum. Objects placed on public display must be

locked or secured in such a way that security is provided. Loaned objects may not be cleaned, altered or
retouched in any way without written permission of the Museum Board. Loans shall not be transferred by

the borrower to another institution.

Borrower Name/Title

Borrower Signature/Title

Collections Committee approval

Date of review with Museum Board
Date of review with Village Board
Disposition

E] Approved

D Not Approved
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