Alfred University Libraries
Library Records Policy

As a New York State institution, the AU Libraries are charged with upholding section 4509 of New York Civil Practice Law and Rules (“CPLR”) regarding patrons’ library records.

Therefore, no personal information of any kind can legally be released to anyone by the Alfred University Libraries except as may be necessary for the proper operation of the library, regardless of the requestor’s official status, unless a court order or subpoena is presented and has been verified by AU Counsel.  In addition, such records should only be released by the person in charge of such library, or a designee of such person. 

Should a court order, subpoena or other legal document seeking access to Library Records be presented in the Alfred University Libraries at any time, the following procedures are to be followed:

Student Workers who are asked for records should immediately inform their immediate supervisor.  If the supervisor is not available, inform one of the professional librarians. On no occasion are student workers authorized, or obliged, to give library information to anyone not currently employed by the AU Libraries.

Library Staff who are asked for records should immediately inform:

· The Library Director, either in person or by phone.
· If the Director is unavailable, inform the Dean or Associate Dean of Libraries.
· If neither Dean is available, inform one of the professional librarians.

Library Officials (Deans and Directors) and Professional Librarians should follow these procedures:

1.  All law enforcement or other government agents should be asked to provide proper 
identification and a copy or other record of this information should be made.

2.  Do not provide the patron information that is being requested without consulting 
AU Legal Counsel as outlined below.

3.  The Library Dean, Director, or other official of AU to whom this matter is referred as set forth above should immediately contact the Vice President for Business and Finance, who in turn will contact AU Legal Counsel, so that an opinion may be provided as to the legal sufficiency of the court order, search warrant, subpoena or other legal document presented and to provide advice and guidance on the manner in which the Library should comply, if at all, with such documents.

4.  If a law enforcement officer or other governmental agent presents a court order, subpoena or other legal document seeking access to Library records after hours or on weekends, call the Vice President for Business & Finance who will handle the request.
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5.  In the event the law enforcement agent or other government agent presents a search warrant issued under the Foreign Intelligence Surveillance Act (FISA)(USA Patriot Act Amendment), the search warrant will likely contain a gag order that prevents Library staff from disclosing the fact that such a warrant was served, or that records were produced in accordance with the warrant.  In these circumstances, do not disclose this information to anyone other than appropriate Library officials and the AU Vice President for Business and Finance.








__________________________________________________________________________


CONFIDENTIALITY OF LIBRARY RECORDS

New York State Civil Practice Law & Rules 4509, Chapter 112, Laws of 1988:

	Library records: Library records, which contain names or other personally identifying
	details regarding the users of public, free association, school, college and university
	libraries and library systems of this state, including but not limited to records related to the
	circulation of library materials, computer database searches, interlibrary loan
	transactions, reference queries, requests for photocopies of library materials, title reserve
	requests, or the use of audio-visual materials, films or records, shall be confidential and
	shall not be disclosed except that such records may be disclosed to the extent necessary for
	the proper operation of such library and shall be disclosed upon request or consent of the
	user or pursuant to subpoena, court order or where otherwise required by statute.












