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Effective Date: September 21, 2021 
 

Responsibility for Implementation and Compliance: FLS President; FLS Executive Board 
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Statement of Purpose: This policy provides an itemized outline for the delegation of duties 
and authority whenever there is an unexpected interruption of key positions for the Friends 

of Libraries Section. 

 
Emergency Procedure for Leadership Vacancies 

 
The FLS Ad Hoc Committee on Governance is recommending a system of support assistants, 

specifically for elected and appointed positions, which is not yet in place.  Members At Large 
currently serving on the FLS Board are encouraged to choose specific volunteer tasks to 
assist officers and other key positions.  The FLS Member At Large job description was 

updated in February 2021 to state the MAL “provides volunteer and leadership assistance in 
projects and on task forces…as requested.”  The proposed assistant position is outlined here 
in the Notes field.  Assistant or deputy positions would be for a one-year term.  These 

individuals would be approached first to complete the duties created by a vacancy. 
 
 

Position/Elected Vacancy Procedure Notes 

President By-laws: Article V. Executive 

Board, Section E. Vacancies 
– “The President-Elect will 
assume the Presidency if a 

vacancy occurs in the 
elected President’s position” 
and then assumes full terms 

as President and Past 
President.  
 

If President-Elect assumes 

Presidency, see notes below 
on filling the related vacancy 
created by this step.* 

First Vice 
President/President-elect 

Filled for the remainder of 
the year after a 

recommendation by the 

*If the First Vice President 
assumes the Presidency, the 

Assistant Conference Curator 
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President and approval by 

the Executive Board.   

could complete the Curator 

duties for this year. 
 
If the First Vice President 

leaves the Board, the 
position will be filled at the 
next regular election to 

complete the second and 
third years of term. 
 

Duties to be supported by 
Assistant Conference Curator 
and Coordinator for 

Professional Development 
 

Immediate Past President Filled for the remainder of 
the year after a 
recommendation by the 

President and approval by 
the Executive Board.   

Immediate Past President 
serves as chair of the 
Nominating Committee; a 

chair would need to be 
appointed to carry out the 
task. 

 
This position also 
coordinates the annual in-

person meet-up for the 
Executive Board. 
 

Second Vice President Filled for the remainder of 
the year after a 

recommendation by the 
President and approval by 
the Executive Board.   

Duties to be supported by 
Assistant for Membership 

 
Filled at the next regular 
election to complete the 

second year of term if 
necessary. 
 

Secretary Filled for the remainder of 
the year after a 

recommendation by the 
President and approval by 
the Executive Board.   

Duties to be supported by 
Assistant Secretary 

 
Filled at the next regular 
election to complete the 

second year of term if 
necessary. 
 

Treasurer Filled for the remainder of 
the year after a 
recommendation by the 

Duties to be supported by a 
Deputy Treasurer 
 



Emergency Procedure for Leadership Vacancies 

page 3 of 6 

 

President and approval by 

the Executive Board.   

Primary duties are 

monitoring and verifying 
Section’s fund balances 
 

Filled at the next regular 
election to complete the 
second year of term if 

necessary. 
 

Member At Large Filled for the remainder of 
the year after a 
recommendation by the 

President and approval by 
the Executive Board.   

7 positions, 2021 
 
Filled at the next regular 

election to complete the 
second year of term if 
necessary. 

 

 
 

Position/Appointed Vacancy Procedure Notes 

Assistant Conference Curator May be filled for the 

remainder of the vacancy’s 
term, after a 
recommendation by the 

President and approval by 
the Executive Board 
 

Duties to be supported by 

Coordinator for Professional 
Development and/or FLS 
Representative to the NYLA 

Continuing Education 
Committee 

Coordinator for the FLS 
Daniel W. Casey Library 

Advocacy Award 

May be filled for the 
remainder of the vacancy’s 

term, after a 
recommendation by the 
President and approval by 

the Executive Board 
 

Duties to be supported by 
Readers for the award.  

Former Coordinator to 
provide assistance if 
possible. 

Marketing Coordinator May be filled for the 

remainder of the vacancy’s 
term, after a 
recommendation by the 

President and approval by 
the Executive Board 
 

Duties to be supported by 

Coordinator for Professional 
Development. 

Newsletter Editor 
 

May be filled for the 
remainder of the vacancy’s 

term, after a 
recommendation by the 
President and approval by 

the Executive Board 

Duties to be supported by 
Assistant to Newsletter 

Editor; also supported by the 
Coordinator for Professional 
Development 
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Coordinator for FLS 
Scholarship Awards 

May be filled for the 
remainder of the vacancy’s 
term, after a 

recommendation by the 
President and approval by 
the Executive Board 

 

Duties to be supported by 
Readers for the award.  
Former Coordinator to 

provide assistance if 
possible. 

Coordinator for Professional 

Development 

May be filled for the 

remainder of the vacancy’s 
term, after a 
recommendation by the 

President and approval by 
the Executive Board 
 

Collaborate with Conference 

Curator and FLS 
Representative to the NYLA 
Continuing Education 

Committee 
 
An Assistant to the 

Coordinator could be 
considered 
 

Readers for Awards May be filled for the 
remainder of the vacancy’s 

term, after a 
recommendation by the 
President and approval by 

the Executive Board 
 

Request assistance from 
Executive Board members to 

carry out tasks to complete 
the award process. 

Web Editor May be filled for the 

remainder of the vacancy’s 
term, after a 
recommendation by the 

President and approval by 
the Executive Board 
 

Duties to be supported by 

Assistant to Web Editor 
 

Representative to NYLA 
Standing Committee 

May be filled for the 
remainder of the vacancy’s 

term, after a 
recommendation by the 
President and approval by 

the Executive Board 
 

Request assistance from 
Executive Board members to 

represent Section on the 
particular NYLA Standing 
Committee. 

 
President to maintain a list 
of persons to serve in these 

positions, with appointments 
made annually in September 
and reported to the NYLA 

Executive Director 
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Sections of FLS By-Laws (approved March 2015) that are pertinent: 

 
There are 13 elected positions: 
Article IV, Section A. The elected officers of the Section shall be a President, First Vice 

President/President-elect, Immediate Past President, Second Vice President, Secretary, 
Treasurer, and seven Members At Large. 
 

Article IV, Section B: The elected officers shall perform the duties pertaining to their 
respective offices and such other duties applicable to the office as approved by the Executive 
Board. 

 
Article IV, Section C.  Terms of Office 
Terms of office shall commence at the close of the Annual Membership Meeting or by 

December 1.  All officers must be members of the Section throughout their term of office. 
 
Appointed Positions 

As of June 2021, there are 16 individuals serving as auxiliary volunteers in the Section’s 
work.  Candidates are recruited and appointed by the Board according to the position’s term 

of office outlined in the job description. 
 
In addition, the Section has representatives on the following NYLA standing committees: 

Awards; Communications; NYLA Annual Conference; Continuing Education; Intellectual 
Freedom; Legislative; Membership. 
 

Sections of By-Laws That Address Vacancies 
Article V. Executive Board, Section E. Vacancies – The President-Elect will assume the 
Presidency if a vacancy occurs in the elected President’s position and then assume a full term 

as President.   
 
Article V. Executive Board, Section E. Vacancies “Other vacancies in the Executive Board may 

be filled after a recommendation by the President and approval by the Executive Board for 
the remainder of that year.  The position(s) will be filled by election at the next regular 
election to complete the term(s).” 

 
Article VI.  Committees, Ad Hoc Committees, and Task Forces, Section C.  Vacancies in 
committees may be filled for the remainder of the vacancy’s term after a recommendation by 

the President and approval by the Executive Board. 
 

Preparations for Interruptions in Leadership 
The Nominating Committee, chaired by the Immediate Past President, should maintain a list 
of potential candidates for key elected positions and make recommendations to the President 

to fill any vacancy that occurs. 
 
FLS has relied upon members of the Executive Board to make recommendations of potential 

volunteers in a variety of positions.  Item #11 of the FLS President’s job description states: 
“In consultation with the FLS Board and NYLA President-Elect, identifies and recruits 
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candidates to serve as Section representatives to NYLA standing committees, submitting 

them for approval for appointment by the Board.” 
 
Recruitment of volunteers has traditionally happened prior to the President assuming office 

(while serving as First Vice President/President-elect) because the NYLA Executive Director 
asks for a roster of these representatives by the first week of September annually.  
Therefore, these representatives, selected by the President-Elect, serve during the President-

Elect’s administration. 
 
The President and President-Elect need to be aware of interested members that consistently 

attend membership meetings, FLS webinars, regional workshops, meet-ups, and other 
Section-sponsored activities.  These members who participate in professional development 
activities are often good candidates for volunteer positions in the Section. 

 
 
Job Descriptions 

Article V, Executive Board, Section F: Manual of Policies and Procedures – The Manual shall 
consist of a record of policies adopted by the Executive Board, with date of approval, and 

guidelines for duties and procedures to be followed by elected officers. 
 
Job descriptions for both elected and appointed positions which have been written and 

approved by the Executive Board are posted in the Online Leadership Manual 
(www.nyla.org/friends > Board and Officers > Bylaws).  The job descriptions are reviewed 
on an annual basis by the Executive Board. 

 
With vacancies, the following principles apply: 

1. Don’t panic 

2. Consult the FLS Executive Board for suggestions of ways the vacancy can be handled 
efficiently and effectively 

3. Communicate the need for a candidate to the general membership 

4. Cross-train volunteers to minimize disruption utilizing up-to-date job descriptions for 
all positions 

5. Be prepared with a solid on-boarding plan, including a structured orientation, 

mentoring, and previous transition statements to assist the candidate with 
expectations of work 

6. A single volunteer can potentially take on the duties of two positions, but this is not 

optimal. 
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