
 

 

POLICY RELATING TO THE ACCESS OF LIBRARY RECORDS 

Approved by the Library Board of Trustees May 28, 1992 

Amended September 21, 1995 

Amended November 16, 2009, Amended October 20, 2025 

 

As a public institution whose purpose is to serve our community, the Plainedge Public Library 

fully supports both the New York State Freedom of Information Law and the Open Meetings Law.  

All decisions made by the Board of Trustees are performed in an open manner and all actions are 

taken in open sessions. Records and documents of the Library are accessible to the public except 

those records or portions of records that fall within categories of deniable records exempt from 

public inspections as set forth in Public Officers Law §§87(2), 89(2). 

The following policy is adopted in compliance with Public Offers Law 87(1) (b), setting forth the 

procedures to be followed in obtaining access to Library records. 

I. Pursuant to NYS Public Officers Law 87(1) the Library Director is hereby designated as 

the Records Access Officer. In the absence of the Director, the Assistant Director is 

designated as the Records Access Officer. The Records Access Officer, within five (5) 

business days of receiving the request for records, shall:  

(1) make such record(s) available to the person requesting it,  

(2) deny such request in writing, or  

(3) furnish a written acknowledgment of the receipt of such request and a statement 

of the approximate date, which shall be reasonable under the circumstances of the 

request, when such request will be granted or denied. 

If the Records Access Officer determines to grant a request in whole or in part, and 

if circumstances prevent disclosure to the person requesting the record or records 

within twenty (20)  business days from the date of the acknowledgement of the 



receipt of the request, the Records Access Officer shall state, in writing, both the 

reason for the inability to grant the request within twenty (20) business days and a 

date certain within a reasonable period, depending on the circumstances, when the 

request will be granted in whole or in part.  

II. The following records of the Plainedge Public Library are available for inspection and 

photocopying during regular business hours without the need to submit a request as detailed 

in part III: The procedure for Obtaining Access to Records. 

a. Approved minutes of recent Board Meetings for the current calendar year. 

b. Approved Library Policies adopted by the Board of Trustees. 

c. A record of the final vote of each member in every Library 

proceeding in which the member votes. 

d.  A reasonably detailed current list by subject matter of all records in 

the possession of the Library, whether or not available under the 

Public Officers Law. The Library shall update its subject matter list 

annually, and the date of the most recent update shall be 

conspicuously indicated on the list.  

e.  A record setting forth the name, public office address, title and salary of every 

officer or employee of the Library.  

III. Procedure for Obtaining Access to Library Records/Documents  

a. No record shall be made available for inspection or copying where,   in the judgment 

of the Library Director, the disclosure of such records is:  

i. Exempt under CPLR § 4509  

ii. Exempt under Public Officers Law § 87(2) 

iii. Exempt under Public Officers Law § 89(2) 

iv. Exempt from disclosure by  any other state or federal statute 

b. In the event the Library must disclose records responsive to a request for an 

employee’s personnel records, the Library will notify the affected employee in 

writing at the time disclosure is being made. 



c. Requests to inspect records can be submitted in writing, in person, or by mail to the 

Records Access Officer. 

d. The Library will accept requests for records/documents submitted in the form of 

electronic mail and will respond to such requests electronically to the extent 

practicable. 

e. The requester must supply, if possible, dates, titles, and the subject of the 

Record/Documents and any other information that will help in the location of the 

item or items. 

f. The Library will maintain a record of all requests that will include the date of 

requisition, the name and address of the requester, a description of the 

record/document to be examined, copied or E-mailed in addition to the action taken 

by the Record Access Officer in response to request and a notation of the fees 

received. 

IV. Examination and Copying of Records/Documents 

a. Those records/documents to which access has been granted by the Records Access 

officer will be made available at the Library during the regular business hours of 

9:30 a.m. to 4:45 p.m. on weekdays. 

b. When the Library has the ability to retrieve or extract a record/document 

maintained in a computer storage system with reasonable effort, it shall do so. 

c. The cost for photocopying or computer printing is 10 cents per page not exceeding 

9” x 14”. 

d. Computer read-out and copies of records other than 9” x 14” or less in size shall 

be the actual cost excluding fixed agency costs such as salaries. 

e. No fee will be charged for records sent via e-mail, the search for or inspection of 

records, certification of documents, or copies of documents which have been 

printed or reproduced for distribution to the public.  No fee will be charged if an 

identical record has been prepared within the past six (6) months and an electronic 

copy is available, except for the actual cost of a storage device if one is provided in 

complying with the request.  The number of such copies given to any one 



organization or individual may be limited, in the discretion of the Records Access 

Officer.  

f. In determining the actual cost of reproducing a record, the Library may include 

only: 

i. an amount equal to the hourly salary of the lowest paid Library employee 

who has the necessary skill required to prepare a copy of the requested 

record, but only where at least two hours is required; 

ii. the actual cost of the storage devices or media provided to the person 

making the request in complying with such request; and 

iii. the actual cost to the Library of engaging an outside professional service to 

prepare a copy of a record, but only when  the Library’s information 

technology equipment is inadequate to prepare a copy, if such service is 

used to prepare the copy; and  

iv. preparing a copy shall not include search time or administrative costs, and 

no fee shall be charged unless at least two hours of  Library employee time 

is needed to prepare a copy of the record requested.  A person requesting a 

record shall be informed of the estimated cost of preparing a copy of the 

record if more than two hours of a Library employee’s time is needed, or if 

an outside professional service would be retained to prepare a copy of the 

record.  

g. The requester will be informed of all costs associated with the reproduction of the 

record/document at the time the request is approved by the Records Access Officer.  

All fees received will be remitted to the Business Office. 

h. All original records/documents shall be withdrawn and replaced by the Records 

Access Officer or any other employee designated by the Records Access Officer 

and shall not be removed from the premises. 

i. In the event a copy of a particular record/document is electronically requested the 

Library’s technology equipment is inadequate to prepare a copy, the requester will 

be responsible for the full cost of reproducing the item electronically. 

 



V. Denial of Access to Records/Documents 

a. When a request for access to a public record is denied, the Records Access Officer 

will indicate in writing the reason(s) for such denial and the right to appeal. 

VI. Appeals Procedure 

a. In the event of the refusal of the Records Access Officer to furnish Library records 

or other data to which the requester declares legal entitlement, the requester may 

submit a written appeal directly to the Library Board of Trustees within thirty (30) 

days of the denial. 

b. The Library Board of Trustees is authorized to investigate all facts surrounding a 

particular request, including an interview with the requester for the purposes of 

ascertaining the exact record or document sought, the reason for denial by the 

Records Access Officer, and all other facts relevant to the particular request. 

c. A decision on such appeal shall be rendered within ten (10) business days of the 

Board of Trustees receiving the appeal and shall fully explain the reason for further 

denial. 

d. In addition, the Library shall immediately forward to the New York State 

Committee on Open Government a copy of the appeal and the reasons for the Board 

of Trustees’ determination. 

e. In the event of a denial of such an appeal, the Requestor shall have the right to 

commence an Article 78 proceeding to compel the production of the particular 

document or record. 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Request for Records 

Date______________________ 

To: Records Access Officer 

Plainedge Public Library  

1060 Hicksville Road 

N. Massapequa, NY 11758 

 

Name of Requestor:______________________________________________________ 

Address:_______________________________________________________________ 

Telephone Number______________________________________________________ 

I hereby request to inspect the following records. (Describe fully and, if possible, give dates, 

titles, and any other information that will help locate the records.) 

 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________



______________________________________________________________________________

______________________________________ 

 

______________________ 

                                                                                               Signature of Requestor 

 

In the event access to a record is denied, the requestor has the right to appeal to the President of 

the Board of Trustees of the Plainedge Public Library within 30 days of denial.  A copy of the 

request and a copy of the denial should be delivered or mailed to: 

 

President of the Board of Trustees, Plainedge Public Library 

1060 Hicksville Road, Massapequa, NY 11758 


