Library Administrative Policy
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3.01

Subject:

PATRON CONFIDENTIALITY

Effective:

1997; Revised October 2004; Reviewed October 15, 2007; Revised
February 25, 2008

Policy Objective:

To establish staff guidelines for maintaining confidentiality of library borrowers' records
Authority:

Board of Trustees of the Glendora Public Library
Library Board of Trustees Minute Order 1997
All questions arising from this policy are to be brought to the attention of the Library
Board, if not resolvable by the Library Director
Assigned Responsibility:

Board of Trustees of the Glendora Public Library, Library Director and assigned staff
Procedures:

See attached regulations

PATRON CONFIDENTIALITY POLICY
Glendora Public Library
Policies
1.

California State Law
Library circulation records kept for the purpose of identifying the borrower of
items available in libraries are exempted from public disclosure per California
Government Code section 6545(j) and the California Public Records Act (CA
Government Code section 6250 et seq.).

2.

Glendora Public Library Code of Values
We protect each library user's right to privacy and confidentiality with respect to
information sought or received and resources consulted, borrowed, acquired, or
transmitted. (#7)

3.

Glendora Public Library Collection Development Policy
This Board believes that while anyone is free to reject for himself material which
does not meet with his approval, he cannot exercise this right to restrict others'
freedom to read. Notwithstanding, responsibility for the reading, listening and
viewing of library materials by children rests with their parents, legal guardians or
responsible adult caregiver (hereafter, "parent"). (p 4 #3)

Implementation Guidelines

1.

When a patron comes into the library and presents any valid library card, staff will
assume its use is authorized and will give any information requested, such as
titles checked out, due dates, fines owing and overdue items. If changes are
requested to a patron record, ID is required.

2.

When telephoning the library, the patron must provide his or her library card
number, name, and birth date (month and day). Additional information may be
requested by staff if the identity of the caller is in doubt. When the identity of the
caller has been verified satisfactorily, the patron may be provided with the same
information as in an "in-person" transaction.

3.

If a patron requests information about materials checked out on his/her minor
child's library card but does not have the card with him/her, staff can either:
a)

print a copy of the book titles and other items on the patron record and
mail it to the person named on the card (the print out lists all transactions
on the borrowing record).

b)

with in-person verification of the parent's identity, give the parent
information on the number and types of materials charged on his/her
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child's borrowing record as well as fines and due dates, but not titles of the
books, unless items are overdue.
c)

with the minor's written authorization provide the list of titles and due dates
charged to the authorizing minor's card.

4.

Except as required for administrative purposes, staff is not to view the borrowing
records of any patron including fellow staff members.

5.

Staff shall not discuss or disclose the nature or content of staff or patron requests
for information except as necessary for the completion of service.

Approved and adopted this

25th

day of February, 2008.

Ayes:

5

City of Glendora

Noes:

"f)

Library Board of Trustees

Absent:

C)

Atte tv
Robin Weed-Brown, Library Director

James Theel, President
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