HAWN MEMORIAL LIBRARY
Confidentiality Policy

Library records that are deemed confidential are covered by New York Sate Law signed on June 13,
1988 (1DPLR 4509).

Circulations and similar records of a library which identify the user of library materials shall not be
public records but shall be confidential and may not be disclosed except:
1. To members of the library staff in the ordinary course of business.
2. Upon written consent of the user and or the user’s parent or guardian if the user is a minor.
3. Upon court order or subpoena.

Although confidential library records have always been subject to disclosure according to lawful
process, the USA Patriot Act expands the authority of local, state and federal law enforcement to gain
access to educational and library records, including stored electronic data and communications. As such,
this law overrides state library confidentiality laws protecting library records.

When presented with any court order, the employee should:

e Notify the Library Director

e Obtain proper identification of the agent or officer presenting the document; make a copy

e Obtain a copy of the court order

e Following departmental guidelines, give the copy of the agent identification and court order
notification to the Library Director. The Library Director is responsible for notifying the Library
Board and for ensuring the copy of the agent identification and court order is forwarded to the
Village Office and the Village Lawyer.

Note: the form of court order most likely to be served is a search warrant. A search warrant is executable
immediately, unlike a subpoena. The agent or officer may begin a search of library records as soon as a library
employee is served with the search warrant. The employee should ask he/she may call the Library Director.
The employee should cooperate with the search to ensure that only the records identified in the warrant are
divulged and the Library Director should immediately notify the Village Attorney and Mayor.

Trustees must respect the confidential nature of Library business and not disclose personal
information. Trustees need to be aware of and in compliance with the Freedom of Information Law.

Agents or Officers should be referred to NCLS.
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