Freedom of Information Policy

The Board of Trustees of Port Jervis Free Library (“Library” or “agency”’)adopts this Freedom of Information
Law Policy.

Section 1 Purpose and scope:

1.Thepeople’s right toknowtheprocessofgovernmentdecision-makingandthe documents and statistics
leading to determinationsisbasictooursociety.Accesstosuchinformationshould not be thwarted by
shrouding it with thecloakofsecrecyofconfidentiality.

2. These regulations provideinformationconcerningtheproceduresbywhichrecords may be obtained.

3. Personnel shall furnishtothepublictheinformationandrecordsrequiredbythe Freedom of
Information Law, aswellasrecordsotherwiseavailablebylaw.

4. Any conflicts amonglawsgoverningpublicaccesstorecordsshallbeconstrued in favor of the widest
possible availabilityofpublicrecords.

Section 2 Designation of records access officer:

1. The Library DirectorisherebydesignatedtoRecordsAccessOfficeroftheLibrary and can be reached
by email at ckoehler@rcls.orgorinpersonatPortJervisFreeLibrary,138Pike St, Port Jervis, NY
12771 or by phoneat845-856-7313.

2. The designation ofarecordsaccessofficershallnotbeconstruedtoprohibitofficials who have in the
past been authorizedtomakerecordsorinformationavailabletothepublicfrom continuing to do so.

The records accessofficershall,amongotherthings,insurethatagencypersonnel:

a. Maintain anup-to-datesubjectmatterlist.

b. Assist personsseekingrecordstoidentifytherecordssought,ifnecessary, and when appropriate,
indicate themannerinwhichtherecordsarefiled,retrievedorgenerated to assist persons in
reasonablydescribingrecords.

c. Contact personsseekingrecordswhenarequestisvoluminousorwhen locating the records
involves substantialeffort,sothatpersonnelmayascertainthenatureof records of primary
interest andattempttoreasonablyreducethevolumeofrecordsrequested.

d. Upon locatingtherecords,takeoneofthefollowingactions:

1. Makerecordsavailableforinspection;or,

ii.  Denyaccesstotherecordsinwholeorinpartandexplaininwriting the reasons therefor.
e. Upon requestforcopiesofrecords:

i.  Makeacopyavailableuponpaymentoroffertopayestablished fees, if any, in
accordance with Section 8; or,

ii.  Permittherequestertocopythoserecords.
f. Upon request,certifythatarecordisatruecopy;and
g. Upon failuretolocaterecords,certifythat;
1. TheLibraryisnotthecustodianforsuchrecords,or
il.  TherecordsofwhichtheLibraryisacustodiancannotbefound after diligent search.



Section 3 Location:
Recordsshallbe available for public inspection and copying at:
Port Jervis Free Library, 138 Pike St, PortJervis, NY 12771

Section 4 Hours for public inspection:

Requests for publicaccesstorecordsshallbe accepted and records produced during all hours regularly open for
business.
These hours are:
Monday, Tuesday, and Thursday from 10am to 9pm — Wednesday and Friday from 10am to 6pm — Saturday
from 10am to Spm.
Section 5 Requests for public access to records:
1. A written request may be required, but oral requests may be accepted when records are readily available.
For convenience, an “Application for Public Access to Records" is available at the Circulation Desk and
on the library website or via email.
2. If records are maintained on the internet, the requester may be informed that the records are accessible
via the internet and in printed form either on paper or other information storage medium.
3. A response shall be given within five business days of receipt of a request by:
a. informing a person requesting records that the request or portion of the request does not
reasonably describe the records sought, including direction, to the extent possible, that would
enable that person to request records reasonably described;

b. granting or denying access to records in whole or in part;

c. acknowledging the receipt of a request in writing, including an approximate date when the
request will be granted or denied in whole or in part, which shall be reasonable under the
circumstances of the request and shall not be more than twenty business days after the date of the
acknowledgment, or if it is known that circumstances prevent disclosure within twenty business
days from the date of such acknowledgment, providing a statement in writing indicating the
reason for inability to grant the request within that time and a date certain, within a reasonable
period under the circumstances of the request, when the request will be granted in whole or in
part; or

d. if the receipt of request was acknowledged in writing and included an approximate date when the
request would be granted in whole or in part within twenty business days of such
acknowledgment, but circumstances prevent disclosure within that time, providing a statement in
writing within twenty business days of such acknowledgment specifying the reason for the
inability to do so and a date certain, within a reasonable period under the circumstances of the
request, when the request will be granted in whole or in part.

4. In determining a reasonable time for granting or denying a request under the circumstances of a request,
personnel shall consider the volume of a request, the ease or difficulty in locating, retrieving or
generating records, the complexity of the request, the need to review records to determine the extent to
which they must be disclosed, the number of requests received by the agency, and similar factors that
bear on the ability to grant access to records promptly and within a reasonable time.



5. A failure to complywiththetimelimitationsdescribedhereinshallconstituteadenialofarequestthat
may be appealed. Suchfailureshallincludesituationsinwhichanofficeroremployee:

a. fails to grantaccesstotherecordssought,denyaccessinwritingoracknowledgethereceiptofa
request withinfivebusinessdaysofthereceiptofarequest;

b. acknowledgesthereceiptofarequestwithinfivebusinessdaysbutfailstofurnishan
approximate datewhentherequestwillbegrantedordeniedinwholeorinpart;

c. furnishes an acknowledgmentofthereceiptofarequestwithinfivebusinessdayswithan
approximate dateforgrantingordenyingaccessinwholeorinpartthatisunreasonableunder
the circumstancesoftherequest;

d. fails to respondtoarequestwithinareasonabletimeaftertheapproximatedategivenorwithin
twenty businessdaysafterthedateoftheacknowledgmentofthereceiptofarequest;

e. determinestograntarequestinwholeorinpartwithintwentybusinessdaysofthe
acknowledgmentofthereceipt of a request,butfailstodoso,unlesstheagencyprovides the
reasonfor itsinabilityto doso inwritingandadatecertainwithinwhichtherequestwillbe
grantedinwholeor inpart;

f. doesnotgrantarequestinwholeorinpartwithintwentybusinessdaysoftheacknowledgment
of thereceiptofarequestandfailstoprovidethereasoninwritingexplainingtheinabilitytodo
so andadatecertainbywhichtherequestwillbegrantedinwholeorinpart;or

g. respondstoarequest,statingthatmorethantwentybusinessdaysisneededtograntordenythe

request in whole or in part and provides a date certain within which that will be accomplished,
but suchdateisunreasonableunderthecircumstancesoftherequest.

Section 6 Subject matter list:

1. The records access officershallmaintainareasonablydetailedcurrentlistbysubjectmatterofall
records in its possession,whetherornotrecordsareavailablepursuanttosubdivisiontwoofSection
eighty-seven of the PublicOfficersLaw.

2. The subject matter list shallbesufficientlydetailedtopermitidentificationofthecategoryoftherecord
sought.

3. The subject matter list shallbeupdatedannually. Themostrecentupdateshallappearonthefirstpage
of the subject matter list.

Section 7 Denial of access to records:
1. Denial of access to records shallbeinwriting stating the reason therefor and advising the requester of

the right to appeal to the individualorbody established to determine appeals, who shall be identified by
name, title, business address andbusiness phone number.

2. If requested records are not providedpromptly, as required in Section 5 of these regulations, such failure
shall also be deemed a denial ofaccess.

3. The following person or personsorbody shall determine appeals regarding denial of access to records
under the Freedom of InformationLaw:

Carl Hendrick
Board President



Address: 138 Pike St
Port Jervis, NY 12771

Phone: 845-856-7313
Email: trusteepjfl@gmail.com
4. Any person denied access to records may appeal within thirty days of a denial.
5. The time for deciding an appeal by the individual or body designated to determine appeals shall
commence upon receipt of a written appeal identifying:
a. the date and location of requests for records;
b. a description, to the extent possible, of the records that were denied; and
c. the name and return address of the person denied access.
6. A failure to determine an appeal within ten business days of its receipt by granting access to the records
sought or fully explaining the reasons for further denial in writing shall constitute a denial of the appeal.

7. The person or body designated to determine appeals shall transmit to the Committee on Open
Government copies of all appeals upon receipt of appeals. Such copies shall be addressed to:

Committee on Open Government

Department of State

One Commerce Plaza

99 Washington Avenue, Suite 650
Albany, NY 12231

8. The person or body designated to determine appeals shall inform the appellant and the Committee on
Open Government of its determination in writing within ten business days of receipt of an appeal. The
determination shall be transmitted to the Committee on Open Government in the same manner as set
forth subdivision 7 of this section.

Section 8 Fees:
1. There shall be no fee charged for:
a. inspection of records;
b. search for records; or
c. any certification pursuant to this part.
2. Copies may be provided without charging a fee.
3. Fees for copies may be charged, provided that:
1. the fee for copying records shall not exceed 25 cents per page for photocopies not exceeding 9
by 14 inches. This section shall not be construed to mandate the raising of fees where agencies or
municipalities in the past have charged less than 25 cents for such copies;

2. the fee for photocopies of records in excess of 9 x 14 inches shall not exceed the actual cost of
reproduction; or

3. an agency has the authority to redact portions of a paper record and does so prior to disclosure of
the record by making a photocopy from which the proper redactions are made.



4. The fee an agencymaychargeforacopyofanyotherrecordisbasedontheactualcost of reproduction
and may includeonlythefollowing:

a. an amountequaltothehourlysalaryattributedtothelowestpaidemployeewho has the
necessaryskillrequiredtoprepareacopyoftherequestedrecord,butonlywhen more than two
hours oftheemployee’stimeisnecessarytodoso;and

b. the actualcostofthestoragedevicesormediaprovidedtothepersonmakingthe request in
complyingwith such request; or

c. the actualcosttotheagencyofengaginganoutsideprofessionalservicetoprepare a copy of a
record,butonlywhenanagency’sinformationtechnologyequipmentisinadequate to prepare a
copy, and if such service is used to prepare the copy.

5. Whenanagencyhastheabilitytoretrieveorextractarecordordatamaintainedinacomputer storage
systemwithreasonableeffort,orwhendoingsorequireslessemployeetimethanengaging in manual
retrievalorredactionsfromnon-electronicrecords,theagencyshallberequiredtoretrieve or extract
such recordordataelectronically.Insuchcase,theagencymaychargeafeeinaccordance with
paragraph (4)(a) and (b) above.

6. An agencyshallinformapersonrequestingarecordoftheestimatedcostofpreparing a copy of the
recordifmorethantwohoursofanagencyemployee’stimeisneeded,orifitisnecessary to retain an
outsideprofessional serviceto prepare acopyof therecord.

7. An agencymayrequirethatthefeeforcopyingorreproducingarecordbepaidinadvance of the
preparation of such copy.

8. An agencymaywaiveafeeinwholeorinpartwhenmakingcopiesofrecordsavailable.

Section 9 Public notice:

A notice containing the titleornameandbusinessaddressoftherecordsaccessofficersandappeals person or
body and the location whererecordscanbeseenorcopiesshallbepostedinaconspicuouslocation wherever
records are kept and/or publishedinalocalnewspaperofgeneralcirculation.

Section 10 Severability:

If any provision of theseregulations or the application thereof to any person or circumstances is adjudged
invalid by a court of competent jurisdiction, such judgment shall not affect or impair the validity of the other
provisions of these regulations or the application thereof to other persons and circumstances.

COMPLETE AND POST THIS NOTICE BELOW

YOU HAVE A RIGHT TO SEE PUBLIC RECORDS

The amended Freedom of Information Law, which took effect on January 1, 1978, gives you

the right of access to many public records.

Port Jervis Free Library Has adopted regulations governing when, where, and how you can see public records.
The regulations can be seen at all places where records are kept. According to these regulations, records can be
seen and copied at:



(Location)

(Address)

The following officials will help you to exercise your right toaccess:
1. Agency officials who have in the past been authorizedtomake records available
2. Records Access Officer(s)

(name)

(job title)

(business address)

(phone #)

Ifyouaredeniedaccesstoarecord,youmayappealtothefollowing person(s) or body:

(name)

(job title)

(business address)

(phone #)




Application for Access to Public Records
Pursuant to the Freedom of Information Law

Records Access Officer: Library Director

| hereby apply to inspact the following records:

Name: Phone:
Signature: Date:
Representing:

Mailing Address:




