Public Records Policy

The Starke County Public Library System Board of Trustees adheres to and adopts the following policy
with regards to library records:

Access to public records is governed by IC 5-14-3. The official policy of the State is: "all persons are
entitled to full and complete information regarding the affairs of government and the official acts of
those who represent them as public officials and employees. Providing persons with the information is
an essential function of a representative government and an integral part of the routine duties of public
officials and employees, whose duty it is to provide the information." [IC 5-14-3-1]

A public record is defined as any writing, paper, report, study, map, photograph, book, card, tape

recording, or other material that is created, received, retained, maintained, used, or filed by or with a
public agency and which is generated on paper, paper substitutes, photographic media, chemically
based media, magnetic or machine readable media, electronically stored data, or any other material
regardless of form or characteristics. [IC 5-14-3-2]

Any person may inspect and copy the public records of the library during regular business hours.
Records being inspected shall not be removed from the premises, and a staff member shall be present
during the examination. Any photocopies made shall be charged for at the library’s current
photocopying fee. Requests for materials on weekends or in the evening may be deferred to the next
business day.

The following public records are excepted from the disclosure requirements by the Starke County Public
Library System Board of Trustees in accordance with state law. [IC 5-14-3-4(b)]

1. Personnel files of employees and files of applicants for employment, except for:

a. The name, compensation, job title, business address, business telephone
number, job descriptions, education and training background, previous work
experience, or dates of first and last employment of present or former officers
or employees of the public agency;

b. Information relating to the status of any formal charges against the employee;
and

c. Information concerning disciplinary actions in which final action has been

taken and that resulted in the employee being disciplined or discharged.



However, all personnel file information shall be made available to the affected employee or
his representative. General personnel information on all employees or for groups of employees,
without individual names, may not be excepted from disclosure.

2. Administrative or technical information that would jeopardize a record keeping or
security system.

3. Computer programs, computer codes, computer filing systems, and other software that
are owned by the public agency or entrusted to it and portions of electronic maps
entrusted to a public agency by a utility.

4. Records specifically prepared for discussion or developed during discussion in an
executive session under IC 5-14-1.5-6.1.

5. The identity of a donor of a gift made to a public agency if the donor requires
nondisclosure of his identity as a condition of making the gift; or after the gift is made,
the donor, or the donor's family, requests nondisclosure.

Names and addresses of employees may not be disclosed by the political subdivision to commercial
entities for commercial purposes and may not be used by commercial entities for commercial purposes.
[IC 5-14-3-4(c)]

Adopted by the Starke County Public Library System Board of Trustees 2/11/2003, Reviewed 6/12/2018



