PINE BUSH AREA PUBLIC LIBRARY DISTRICT

(Formerly known as Town of Crawford Free Library)

CONFIDENTIALITY OF LIBRARY RECORDS

The Pine Bush Area Public Library will maintain all records in the highest level of security to protect the privacy of our patrons.

To promote a secure and confidential work environment, and to avoid an unwarranted invasion of personal privacy, the following rules will be adhered to:

1. All confidential patron records will be kept in a safe, lockable cabinet or in an area strictly limited to personnel only.

2. Never allow anyone except the Library Director and authorized clerical staff to search, retrieve, copy or in any other way handle personal records of patrons.

3. All clerical staff are required to sign a Confidentiality Statement.

4. Never leave records or indexes accessible to public view.

5. Review confidentiality process with personnel regularly and keep record of review with employee name and date.

6. Avoid telephone verifications of personal records of any kind.

Rev and adopted by Board of Trustees.2/11/08
CONFIDENTIALITY STATEMENT

I, ________________________________________________, as an employee of the 

                              Print Name

Pine Bush Area Public Library has read the Statement of Confidentiality and do hereby agree to abide by all rules set forth by the Board of Trustees regarding this statement of confidentiality of library patrons.  I also understand that any breach of this security may cause termination of employment.






______________________________________




                        Signature






Date: __________________________________
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