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ONTARIO CITY LIBRARY

Confidentiality of Customer Records

Please fill out in Ink
EMPLOYEE/VOLUNTEER RESPONSIBILITY
As a condition of employment every library employee, permanent, temporary, or volunteer, is required to sign this acknowledgment of responsibility to maintain the Ontario City Library's Policy on Confidentiality of Records & Information (Board approved 10/9/84).
POLICY
1.  Customer Records

Customer records are strictly confidential and are disclosed only to cardholder, unless a valid subpoena is presented.

2.  Information

All library employees/volunteers must protect each user's right to privacy with respect to information sought or received, and materials consulted, borrowed, or acquired, insofar as the public nature of our facilities permit.


As a Library employee/volunteer, I understand and agree to the Policy on Confidentiality of Records & Information, as described above. I also understand that disobeying this policy will result in disciplinary action (verbal or written reprimand or suspension) and possible dismissal.

____________________________________________
__________________________________________________


Employee’s/Volunteer’s Name (please print)

Signature                 
         Date
Original—Administration/Volunteer Coordinator 
Copy—Employee/Volunteer
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