
 

 

NEW ROCHELLE PUBLIC LIBRARY  
RESTRICTED AREAS ACCESS POLICY 

 
1. Purpose 
To further the mission and operations of New Rochelle Public Library (NRPL) and 
promote a safe and welcoming environment for patrons, employees, volunteers, 
contractors, and visitors, the NRPL Board of Trustees adopts this policy to govern 
standing, temporary, and ad hoc access to restricted areas of the Library.  
 
2. Restricted Areas 

2.1. Areas not generally available for Library services ("Restricted Areas") may 
only be accessed by those with appropriate authorization. 

 
2.2. A map of Restricted Areas is attached to this policy and updated from time to 
time by the Board.  

 
2.3. The Executive Director is allowed to make immediate modifications of 
Restricted Areas based on the needs of the Library. 

 
3. Posting and Access Badges 
Restricted Areas shall be posted with prominent signage as "Authorized Access Only" 
and only trustees, employees, volunteers, and other persons with an access badge may 
enter them. Access badges will be provided by the Library. 
 
4. Standing Access 

4.1. At the Library Director’s discretion, employees, trustees, program partners, 
certain volunteers, and contractors shall be given badges with standing access to 
the Restricted Areas they must access, in order to perform their responsibilities. 

 
4.2. Such badges must be worn at all times when the person is in the Library and 
must be relinquished upon demand of the Library Director, Assistant Director, 
Supervisor of Maintenance, or the Board of Trustees. 

 
5. Ad Hoc Access 

5.1.The Library Director, Assistant Director, or an officer of the Library Board, 
may grant "Ad Hoc Access" to Restricted Areas during unplanned visits of 
persons known to them, if such access is in the operational interests of the 
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Library. When Ad Hoc Access is granted, designated staff must accompany the 
visitor at all times. 

 
For example, if the Library Treasurer is suddenly visited by the City Comptroller, 
the Comptroller can be in the Treasurer's office.  

 
5.2. Ad Hoc access should be used very rarely, and never for planned visits. 

 
6. Temporary Access 

6.1. "Temporary Access" to Restricted Areas, including employee offices, utility 
areas, and the basement, is only allowed after signing in, verification of identity, 
and issuance of a temporary badge. 

 
6.2. When they arrive, visitors who will need to access a Restricted Area are 
directed to the security circulation desk, where they can meet with their staff 
contact.  

 
6.3. The person hosting the visitor will ask the person to sign in, and issue them 
a VISITOR badge.  

 
6.4. Persons issued with Temporary Access to Restricted Areas shall at all times 
be accompanied by a person with standing authorization and shall wear their 
VISITOR badge at all times when in a Restricted Area. 

 
7. Training 
Employees, Board officers and trustees, and volunteer leadership shall be regularly 
trained on this policy to ensure they are familiar with and confident in the policy.   
 
8. Review and Updates 
The Workplace Violence Prevention committee shall review this policy and the map of 
Restricted Areas annually, or as needed, and send the Executive Director 
recommended updates. 
 
 

Adopted by the Board of Trustees on December 11, 2025 
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