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The Library, as a public agency, is required to comply with all applicable state and federal laws and regulations related to Open Records.

Requests for records 

The Library Director (or designee) acts as Custodian for all Open Records Requests. Requests must be in writing and must contain the requestor’s name, a description of the documents that are being requested, and the requestor’s signature. Emailed requests will not be honored. The requestor will be directed to make the request in printed form. 

Response 

A public agency has three days (excluding Saturdays, Sundays, and legal holidays) in which to respond to an Open Records Request. This time begins to expire the day after the request is received. 

The response to a request ideally will contain the materials collected but may instead indicate a reasonable timeframe for securing the requested documents or a reason why the request will not be met. 

On site examination of records 

Individuals requesting information will be allowed to conduct on-site inspection of records during the regular hours of the office of administration (8am until 5pm, Monday through Friday).  An on-site inspection may be required by the Library if the request is not specific in nature or if the requestor resides or maintains an office within Campbell County. 

Exempt records 

The Library will not honor requests for: 

· Exempt items for personnel or medical records for past or present employees. 

· Circulation records for individual patrons. 
Denial of request 

In some cases, the Library may find that a request creates an unreasonable burden and may deny such request.  Requests that the Library believes are intended to disrupt its essential functions may also be denied.  In these cases, the Library will provide evidence to the requestor of the basis of its belief.  Evidence may include an estimation of time/expense to retrieve the records or a duplication in the type/nature of the request.

Copies 

Copies of any requested materials may be provided at a cost of $0.10 per page.  Requests for specialized copies (i.e. color or oversized copies) will be provided at the cost incurred by the Library to produce them.  Payment is expected at the time of delivery.

Retained records 

The Library will maintain and retains records in accordance with applicable laws and regulations.

Such practices will include the permanent retention of: 

· Annual budgets

· Auditor reports

· Blueprints (duplicate copies may be discarded)

· Board meeting minutes and agendas

· Financial records (not including invoices)

· Library policies

· Official correspondence

· Payroll records
Other records not specifically noted or required by applicable laws may be retained or discarded according to applicable timetables.
Sample Policy #2
Open Records Requests

How to Request a Record

__________ County Public Library is a public agency.  Access to library public records is governed by KRS 61.870 to 61.884.  In accordance with the Open Records Act, any person may inspect and copy the open records of __________ County Public Library during Library Administration business hours.

The library has established procedures to provide fair access to its open records and to manage requests efficiently.

Requests may be made in writing using the Request to Inspect Public Records form and must identify with reasonable specificity the record being requested.  An individual may fax, mail, or bring the written request to the Administrative Office of the Library, or he/she may fill out the form in the Administrative Office.  Requests will be directed to the Official Custodian designated by the library as being responsible for public records release decisions.

__________ Public Library Business hours:  Monday through Friday, 9 a.m.–5 p.m.

123 E. Some Street, Some Town, KY 40000

Voice (123) 456-7890;  Fax (123) 987-6543

The Official Custodian will contact the individual making a written Open Records Request within three non-holiday business days of receipt of the request to set up an appointment for reviewing records or to deny the request.  Denials will be made in writing or by fax.  A request that is broad or vague, or that is for records in active use or storage, may cause a delay in producing the documents.

Which Records Are Public and Which Are Not?

Most records maintained by the library are open to the public.  Under KRS 61.878 certain records are exempted from inspection.  There are fourteen types of exempt records.  Every effort will be made to make all non-exempt records available.  Some personnel records may contain redaction of exempt information to prevent an invasion of privacy per KRS 61.878(4).  As opined by the Attorney General, library patron registration records, circulation records, program participation records, and computer usage are all exempt from the Open Records laws.

Reviewing Records

Records must be reviewed in the location set by the library.  An individual may copy records, but may not remove documents or add documents to those provided for review.  The library has responsibility for protecting the security of public records in its custody, and may require that a staff member be present during any inspection of records or copying of records.

Fees

A fee of $.10 per page will be charged to all persons desiring to make copies or prints of the library's public records.  Payment must be paid at the time copying is done.  If copies of photographs, maps and other nonwritten materials, are requested, the library may charge a fee equal to the actual cost of producing the copies (not including staff time).

Additional Information

Your Duty Under the Law, published by the Office of the Attorney General, and other information regarding Open Records Requests may be found online at:  http://ag.ky.gov/civil/orom/.

*Patron Confidentiality Policies of __________ County Public Library

*Circulation Policy
*Internet and Computer Use Policy
*Privacy Policy Regarding Web and E-mail Communications
*You may want to link to your other policies relating to privacy and record-keeping issues.

