Confidentiality Policy

Pursuant to RSA 201-D:11, Lebanon Public Library’s user records are confidential and
shall not be disclosed except upon request by or consent of the user or pursuant to
subpoena, court order, or where otherwise required by statute.

This policy applies to circulation transactions, interlibrary loan transactions,
reference services and any other library service that may be covered by the above
statute.

Furthermore, it is the library’s policy to protect the confidentiality of its employees’

use of library services. Personnel with access to patron records through the automated
system are prohibited from accessing these records unless permission is granted by the
employee.

The following rules will apply to safeguard confidentiality:

e Atboth libraries, patrons must present their library card or a photo id for any
transaction that requires the use of a card. Patrons must provide their library
card id numbers when calling or emailing. Shared cards, including family, non-
resident, and business cards cannot provide confidentiality regarding patron
information.

o Patrons must present some form of identification to get a new or a replacement
card. Acceptable forms of identification are limited to either a photo id or a piece
of mail with the patron’s address.

* Inthe case of parents and guardians with children twelve and under, access will
be given if requested to their child’s records.

o Inlisting the child’'s name in the library’s computer records when he or she
is registered as patron, next to the child’s name should appear “c/o
parent/guardian’s full name.” When the child turns thirteen, this should be
deleted.

o Children twelve and under need to have a form signed by a
parent/guardian in order to apply for a card, or have the parent/guardian
present to give permission for them to have a card

e Families who share a family email must assume that there is no confidentiality
when emails are sent by the library. Patrons thirteen years and older must
consent to having a shared email listed in their contact information.

e For patrons thirteen years or older, library staff can renew titles, indicate overdue
charges, etc., for parents or guardians, but cannot let anyone besides the patron
who has the materials checked out know what titles have been charged to the
patron’s card.

e Library staff will assume that patrons are using their own cards in most cases.
However, if there is evidence of fraud, the patron cannot engage in any






