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POLICY RELATING TO LAW ENFORCEMENT INQUIRIES
Adopted October 20, 2025

The Library Director has been designated as the person responsible for handling law enforcement
requests. All Library staff should understand that it is lawful to refer the law enforcement official
to an administrator in charge of the Library. A librarian should try first to call the Director, the
Assistant Director, Librarian in Charge, Department Supervisor, or the Board President if
appropriate.

1. If anyone approaches a Library staff member alleging to be a law enforcement official
requesting information, the staff member should only give their name and address if
asked. No further information should be disclosed at this time.

2. Should any staff member be approached by a state, federal or local officer, they should
immediately ask for identification, make a copy of that identification, and every attempt
should be made to contact the Library Director. In the case that the library Director
cannot be reached, the Assistant Director or the President of the Board of Trustees should
be contacted.

3. The Library Director or designee shall request that the law enforcement official present a
judicial order or lawfully issued subpoena.

4. The Library Director or designee shall immediately refer the court order to legal counsel
for review.

5. [If the law enforcement official does not present a judicial order or subpoena, the Director
or designee will inform the official that the Library is obligated to protect patron
confidentiality under state law.

6. If no judicial order or lawfully issued subpoena is presented, the law enforcement official
has no authority to compel cooperation with an investigation or require answers to
questions (other than the name and address of the person speaking to the law enforcement
official).

If the court order is in the form of a subpoena:



e A subpoena does not require an immediate response. Accept the subpoena from the official,
make a copy of it and submit it immediately to the Director who should contact and submit
the subpoena to legal counsel.

o Through legal counsel, if the subpoena is in good order, follow the subpoena strictly. Only
provide information specified in the subpoena.

o Through legal counsel, if the subpoena is found to have any legal defect, legal counsel can
advise the Library on the best method to cure the defect.

If the court order is in the form of a search warrant:

Search warrants are executable immediately and may be served to any employee. However, ask to
have legal counsel present before the search begins to allow legal counsel to examine the warrant
and assure that the search conforms to the terms of the warrant, although this request may not be
granted.

Gather records identified in the warrant and present them rather than allowing non-library
personnel to go through the Library's databases or records. The employee executing the warrant
should make an inventory of the records or items seized. If possible, copies should be made to
keep the originals.

Request for Employment Eligibility Verification I-9 Forms:

Law enforcement officials may request to inspect the Library’s Employment Eligibility
Verification [-9 forms without a subpoena or court order.



