AR 1340
Access to District Records

Inspection of Records and Requests for Copies

Any person may request a copy or inspection of any district record that is open to the public and
not exempt from disclosure.

Within 10 days of receiving any request to inspect or copy a district record, the Superintendent
or designee shall determine whether the request seeks release of a disclosable public record in
the district's possession. The Superintendent or designee shall promptly inform the person
making the request of his/her determination and the reasons for the decision.

In unusual circumstances, the Superintendent or designee may extend the 10-day limit for up to
14 days by providing written notice to the requester and setting forth the reasons for the
extension and the date on which a determination is expected to be made. Unusual circumstances
include the following, but only to the extent reasonably necessary to properly process the
request:

1. The need to search for and collect the requested records from field facilities or other
establishments that are separate from the office processing the request

2. The need to search for, collect, and appropriately examine a voluminous amount of
separate and distinct records which are demanded in a single request

3. The need for consultation, which shall be conducted with all practicable speed, with
another agency (e.g., a state agency or city) having a substantial interest in the
determination of the request or among two or more components of the district (e.g., two
different school sites) with substantial interest in the request

4. In the case of electronic records, the need to compile data, write programming language
or a computer program, or construct a computer report to extract data

If the Superintendent or designee determines that the request seeks disclosable public records,
the determination shall state the estimated date and time when the records will be made
available.

Public records shall be open to inspection at all times during district office hours. Any
reasonably segregable portion of a record shall be made available for inspection by any person
requesting the record after deletion of the portions that are exempted by law.

Upon request for a copy that reasonably describes an identifiable record, an exact copy shall be
promptly provided unless it is impracticable to do so.

The Superintendent or designee shall charge an amount for copies that reflects the direct costs of
duplication. Written requests to waive the fee shall be submitted to the Superintendent or
designee.

In addition to maintaining public records for public inspection during district office hours, the



district may comply with public records requests by posting any public record on the district's
web site and, in response to a public records request, directing the member of the public to the
location on the web site where the record can be found. However, if the member of the public is
unable to access or reproduce the record from the web site, the district shall promptly provide an
exact copy of the public record upon payment of duplication fees, if applicable, unless it is
impracticable to provide an exact copy.

If any person requests that a public record be provided in an electronic format, the district shall
make that record available in any electronic format in which it holds the information.

The cost of duplicating an electronic record shall be limited to the direct cost of producing a
copy of the record in electronic format. However, the requester shall bear the cost of producing
the copy of the electronic record, including the cost to construct the record and the cost of
programming and computer services necessary to produce the copy, under the following
circumstances:

1. The electronic record is one that is produced only at otherwise regularly scheduled
intervals.

2. The request would require data compilation, extraction, or programming to produce the
record.

Assistance in Identifying Requested Records

If the Superintendent or designee denies a request for disclosable records, he/she shall assist the
requester in making a focused and effective request that reasonably describes an identifiable
record. To the extent reasonable under the circumstances, the Superintendent or designee shall
do all of the following:

1. Assist in identifying records and information responsive to the request or the purpose of
the request, if specified. If, after making a reasonable effort to elicit additional clarifying
information from the requester to help identify the record, the Superintendent or designee
is still unable to identify the information, this requirement shall be deemed satisfied.

2. Describe the information technology and physical location in which the records exist.

3. Provide suggestions for overcoming any practical basis for denying access to the records
or information sought.

Any notification denying a request for public records shall state the name and title of each person
responsible for the denial.

Reasonable Effort

In response to a public records request that seeks potentially discloseable records, the
Superintendent or designee shall make reasonable efforts to locate the requested records. With
respect to physical and electronic records in the possession of the District, reasonable efforts may
include, but are not limited to:



e ldentifying a-sirgle-one or more individuals to search for and locate potentially
responsive records

e Directing the District’s IT department to search the electronic records of employees, after
providing notice to employees, and locate potentially responsive records

e Directing school site employees to search for and locate potentially responsive records
and provide instructions on the process to use to conduct the search

With respect to physical and electronic records not in the possession of the District, reasonable
efforts may include, but are not limited to, directing employees to search for and locate
potentially responsive records in their possession and provide instructions on the process to use
to conduct the search.

After a record is provided to the District from an employee, regardless of whether the record was

in the possession of the District, the District shall determine whether it shall be disclosed and, if
so, whether it shall be redacted.




