WAYNE SCHOOL DISTRICT

PUBLIC RECORDS POLICY
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This policy ls adopted pursuant to the
Government Records Access and Management
Act Utah Code Ann. (199%2) § 63-2-701
{"GRAMA) and applies to Distrioct records
relating to information practices,
including classification, access, appealg,
management and retention of deocuments.

A person may regquest access to the
District's records if that person meets
the reguirements set forth in this poliey.

Public records shall include official
minutes, actlions and decisions of the
Board of Education and District
Administration unless the record invelves
information which is classified as
private, controlled or protacted. Public
racords also include official District and
sohool policies, contracts, minutes,
accounts, employment records to the extent
they disclose only names, gender, job
titles, job descriptions, busihess
addresses, business telephone numbers,
gross salaries, working hours and dates of
enmployment, Public records shall also
include formal criminal charges sgainst an
enployee unless in the judgment of the
Superintendent, or Superintendent's
designee, the charges are without
foundation and fact.

Utah Code Ann, §632103(17) and (18)(k)

rublic records shall be open for public
inspection during regular office hours.

Private documents shall include perconnel
files including but not limited %o
applications, nominations,
recommendations, evaluationsg, proposals
for advancement or appolntment, all
doounents related to eligibillty for
unemployment benefits, soclal services,
welfare benefits, personal finances,
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individual medical conditions and militayy
status.

All student records are designated as
®education records"™ and the disclosure of
such education records iz not governed
under GRAMA but under 20 U.5.C. §12-32(q)
and 34 C.F.R. §%9 et saqg. and 34 C.F.R,
§300 et seg. The District may not release
information related to educational records
without parental consent, axcept as
provided in the Family Educational Rights
and Privacy Act. (FERPA).

Private records shall be open only to the
subject of the record and other authorized
individuals or agencias. Access to
student records shall be provided in
accordance with F2RPA (See Policy
regarding Student Racords).

Controlled records shall inolude medical,
psychiatric or physiclogical data of an
individual which, if disclosed, could be
detrimental to the individual's mental
health or safety. :

Controlled records shall be open only to
authorized persons or agencles but are not
open to the subject of the records.

Protected records include any informstion
that, if disclosed, would jeopardize tha
life or safety of an individual or
security of District property or program.
Document that, 1f disclosed, would place
the District at a disadvantage in contract
negotiations, property transactions, or
bargaining positions or could enable
clireunvention of an audit; records related
to potential litigation or personnel or
hearing; records generated in meetings
which are closed in accordance with the
Utah Open Public Meetings Law; and test
gquestions,
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Protected racords shall only be open to
authorized individuasls and agencles or in
response to court order.

Exempt records inglude student records
which are protected by the Family
Educational Rights and Privacy Act.

Any dooument which is copyrighted, elther
by formal filing under federal copyright
lawe or by informal claim of copyright, or
which is covered by & patent, trademark or
other protected designation, shall not be
wopied or provided to any person without
an order of & court of competent
Jurisdiction c¢rdering such disclosure or
written permission from the author of the
record.

1. Reguest to view District records
' should be addresged to the appropriate
records officer during regular |
buginess hours. N\
\
\
2. Individuals requesting to view records
clagsified as “"Private, Controlled and
Protected” shall be reguired to submit
their reguest in writing. Regquestors
mugt prove thelir right to access to
the records through personal
identiflcation, written relsaze from
the subiect of the record, power of
attorney, court order or other
appropriate means.

3, The records officer shall detsrminhe
whether access to the reguested
recoyds ig to be granted or denied.

a. If the request ig approved, the
record shall be provided ag soon
as possible and not more than ten
(10) working days from the date
the reguegt is recaived.

3 of 8



gy e LT e TTLEEE w8

B AL Rights Reseved
ieh Bubool Bowwde Assaniatinn

LIT et SHOi. BOasRIES ASS

=, at

n;
0

i

" PUBLIC INFORMATION PROGRAM: L

PUBLIC RECORDS

FEES FOR SEARCH
AND/OR DUPLICATION
OF RECORDE

PROCEDURES

Issue Date:
Reviged 9-16-82
6-20-93

GAA

b, If the request is denied, the
records officer must specify the
reason in writing and the
reguestor shall be informed of the
right to appeal.

A fee shall be charged for the District's
actual cost of duplicating a requested
record and alseo for the personnel time in
compiling and obtaining the record as
follows:

&, Fifty cents (__50%) per page for
each single sided copy and Sevepty-Tive
cente (_75¢) per page for each double
gided copy;

b. $10,00 dollars per hour for
the time speni by any District
parsonnel gearching for and compiling
docunents for copying. However, no
fee may be charged for; (i) making a
record available to be viewed in the
same context that the record is kept
in the regular course of carrylng on
buginess to determine whether tha
record is subject to disclosure or;
(ii) the raguestor's inspeciing the
record

e An additional charge of $1.00
shall be charged per each page of &
document whioh haz bean reguested to
be vertified.

d. The District shall require all past
taes of the reguestor to be pald
bafore copying if fees are expected to
excaed $50,00, or if the rejueshor has
not paid fees from a previous request.

Uhak Code dAnn, $63-2-203(h)
Kach reguestor shall submit a written

reguest specifically ildentifying those
documents reqguested. The request shall
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specifically state whether the documsnts
sought are: (1) to be coplied; or (2)
identified to determine whether they are
subject o disclosure; or (3) to be
allowed to inspect a specific record. In
the event that a document is spacifically
identified and designated for copylnyg, the
requestor shall subnit sufficlent funds
with the written request to pay for all
poples requested to be copied.

The District shall respond to the regquest
to copy within fifteen (15; days. The
District hereby finds that it does not
have adeguate resources to respond to
document reguests and appeals in the time
period set forth in § 63-2-204 Of GRAMA
and therefora it opts these altarnative
time perleds. fThe District shall respond
to an appropriate reguest by

a. Approving the reguest and providing
the records;

b. Denying the request;

c., Notifying the requestor that 1t does
not maintain the records; or

4. Netifying the regquestor that
extraordinary circumstances exist
wvhich make it impractical to approve
ar deny the request and specifying the
sarliest time when the records will be

- available.

1. Appeals to the District
Adwinistration: The reguestor shall
file a written recquest for a hearing
with the District Administrative
services at least ten (10) working
days prior to the desired hearing
date.
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Upcn recelving the reguesht, the Directoer
of Administrative Services shall schedule
a mutuvally convenlent time, date and
location For the hearing and notify all
parties. :

The recuestor has the right to be
represented by lejal counsel at the
hearing. If the reguestor ig to be
represented by legal counsel, the
Adwministration must be notified at least
ten (10) working days in advance of the
hearing and & list of all persons to be
alled and documents to be submitbted in
evidence into evidence shali be gilven to
the Distrizt. If the Reguestor has legal
sounsel present at the hearing, the
Administrat.ion may also be represented by
legal counse..

within ten (10) werking days after the

hearing, the Director of Rdministrative
Services shall notify the reguestor in

writing of the action recommended.

If the reguestor is not satisfled with the
action recommended an appeal may be filed
with the Board of Bducation.

2. Appeals to the Board of Sducation
ghall follow the same procedures and
time lines cublined above.

Tf the Board upholds the actioh
recommnended in the hearing with the
District Administration, the reguestor
has the right to appeal the Board's
decision to a court of competent
Jurisdiation.

Lo
®

mhe District shall adhere to the general
schedule for records retention approved by
the State Records Committes.
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Records which are not coversd by the
State Resords Committee for scheduling.

If an approgpriate reguestor reguests to
have coples of more than fifty (50) pages
of records, the District may in its sole
discretion provide the requestor with
facilities to make coples and regquire the
requestor to make copies him or herself at
his or her own expensa.

An individual may contest the accuracy or
completensss of any public, or private, or
protected record concerning him/her by
requesting the School Districet to amend
the record. However, this provision does
not affect the right of access to private
or protected records. This provision does
not apply to records relating to title of
real property, medical records, judicial
case £iles, or any other recgords that the
School District determines must be
maintained in their original form to
protect the public interest or preserve
the integrity ¢f the record keeping
system.

The reguast to amend shall contain the
requester's name, mailing address, day
time telsphons number and a brief

description explaining why the specifi
record should be amended. :

The School District shall lssue an order
either approving or disapproving the :
request to amend no later than thirty (20)
cdays after the request is made. The order
shall state reasons for the decision., 1¥
the request is denied, tThe requester may
submit a written statement contesting the
information in the record. The School
District shall place the statement with
the record, if possible, and disclose the
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statenent whenever the contested rscord is=

disclosed.
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