AFTER-HOURS PATRONS
HALL MEMORIAL LIBRARY

POLICY

Library patrons left alone outside after closing will be offered assistance, and, if
necessary, arrangements for transportation will be made. Children will not be left alone.

PROCEDURE

Check front entry area for patrons when locking doors.
If any patrons are still waiting 15 minutes after closing, begin the following procedure:

1. Two staff members stay, on Library time.

2. If the patron is an adult, offer an opportunity to make a phone call. Use your
judgement to determine if further staff action is necessary.

3. If the patron is a child, staff members get name and phone number and place a call to
the parents. Inform them that the child must be picked up within 15 minutes.

4. Keep child inside until their ride arrives.

5. If aride doesn't arrive, or if no contact is made within the next 15 minutes, call the
State Police at 875-1522 to arrange for transport.

6. If the ride arrives after the call to the police, call back to inform them.

7. If the police transport a child, fill out an incident report. A follow-up letter will be
sent by the Director.
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