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The public has the right to access this distriptiblic records. This policy sets forth the
procedure for accessing public records.

DEFINITIONS

Public Records Include, but are not limited to, any writing ¢aming information relating to

the conduct or administration of the district’s imess that is prepared, owned, used, or retained
by the district, regardless of the physical forntloaracteristics and includes e-mail containing
information relating to the conduct and administrabf district business.

Writing: Includes, but is not limited to, handwritingpgwriting, printing, photostatting,
photographing, and every means of recording, inotydords, pictures, sounds, or symbols, or
combination thereof, and all papers, maps, magoeti@aper tapes, photographic films and
prints, magnetic or punched cards, disks, drumetleer documents.

Inspect Includes the right to listen, view, and makeesodf public records, so long as the
public record is not altered or damaged.

Copies Include transcribing by handwriting, photocomyimluplicating machine, and
reproducing by any other means, so long as thegréddord is not altered or damaged.

Custodian The district employees who have physical custaay control of the public records,
including those employees who respond to requesisformation on a routine basis.
“Custodian” also includes the person, whether ekkorr appointed, who is legally responsible
for administration of the district, or that perseulesignee.

Designated Custodiang’hose employees authorized to perform speasponsibilities that are
described in this policy, including denying reqsdsir information when appropriate to do so.

The following persons are the designated custod@mis district:

1. Superintendent
2. Treasurer
3. Clerk

The above-named custodians may delegate respatysioil routine information requests.
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EXEMPT MATERIALSFROM PUBLIC REVIEW

The Idaho Legislature has set forth particular reésdhat are exempt from disclosure to the
public. All employees should be aware of the feilog exemptions that apply to this school
district. The following list sets forth some oktdesignated exempt records:

1.

Any public record exempt from disclosure by feder state law or federal regulations to
the extent specifically provided for by such lawegulation. This includes, but is not
limited to, student records under the Family Ediocall Rights and Privacy Act.

Records relating to the appraisal of real prgpéirnber, or mineral rights, prior to its
acquisition, sale, or lease by the district.

Any estimate prepared by the district that detitné cost of a public project until such
time as disclosed or bids are opened, or upon aefaite contract for construction of the
public project.

The records of a library that, when examined @l@mnwhen examined with other public
records, would reveal the identity of the libraatnen checking out, requesting, or using
an item from the library.

Computer programs developed and purchased oy thd district for its own use.
However, computer program does not include:

The original data including, but not limited taymbers, texts, voice, graphics,
and images;

Analysis, compilation, and other manipulative ferof the original data produced
by use of the program;

The mathematical or statistical formulas that wélused if the manipulative
forms of the original data were to be produced radpu

Employment security information and unemploymestuiance benefit information,
except that all interested parties may agree to waive the exemption.

Facts contained in any records of a juvenile ta@ed under the Juvenile Correction Act
will be furnished upon request to any district wehtre juvenile is enrolled or is seeking
enrollment. If a juvenile is fourteen (14) yearsotier and is adjudicated guilty of an
offense that would be a felony if committed by dulg the name, the offense of which
the juvenile was adjudicated, and the dispositiothe court will be disclosed.

All personnel records of a current or former emgpk other than the employee’s public
service or employment history, classification, gagde and step, longevity, gross salary
and salary history, status, workplace, and emptpyistrict.
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9. All other personnel information relating to threa@oyee or applicant, including, but not
limited to, information regarding sex, race, mar#tatus, birth date, home address and
telephone number, applications, testing and sconatgrials, grievances,
correspondence, and performance evaluations, atilba disclosed to the public without
the employee’s or applicant’s written consent. eéhmployee or authorized representative
may inspect and copy his or her personnel recesdspt for material used to screen and
test for employment.

RECORDS CONTAINING A COMBINATION OF BOTH EXEMPT AND NON-
EXEMPT MATERIALS

When exempt and non-exempt materials are combihedjistrict is responsible for separating
the exempt from the non-exempt information andstgeplying the non-exempt record. The
Public Records Law prohibits denying access bagsdti@fact that the record contains both
types of materials.

Even if an exemption applies to a record, the Ihona disclosure of statistical information that
does not identify any particular person.

PROCEDURES FOR REQUESTING PUBLIC RECORDS

Although the Public Records Law allows this digtt@require written requests for information,
it is this district’s policy to waive the formalgeirement in those cases where the information
requested is readily available and routinely predithy this district.

Under some circumstances, however, this distrigt ask the individual or organization seeking
the information to put the request in writing, dagrovide the individual’s or organization’s
name, mailing address, and telephone number. Tdiasenstances include instances when
uncertainty exists over what the individual wamtBen uncertainty exists over whether the
information requested is protected or privilegedwben compiling or copying the information
requested is anticipated to be unduly time-consgrairdifficult.

The law prohibits asking why the information is ded, except to verify the identity of a person
requesting a record to ensure that the requesteddrer information will not be used for
purposes of a mailing or telephone list prohibitgddaho Code Section 9-348. This district is
permitted to explain what records are availabletarttelp identify the material that is desired.
This district is also permitted to allow the pergorexamine non-exempt files in order to select
the specific records needed.

Staff must maintain vigilance to see that recordsnat altered or destroyed, but the law
prohibits examination of any copy, photograph, aies in the person’s possession.

A request for records, whether submitted informallyn writing, must be granted or denied
within three (3) working days. The designated @disins are authorized to determine that a
request cannot be fulfilled within three (3) worlsidays. If more than three (3) working days
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are needed to locate or retrieve the recordsnifigidual seeking the records will be requested
to submit a written request. The request mustraetgd or denied in whole or in part within ten
(10) working days. Provided that, if it is detenmdl that a requested electronic record exists but
must first be converted to another electronic fdrraad that such conversion cannot be
completed within ten (10) days, the custodian shatiify the individual requesting the record in
writing. The district shall provide the converteablic record at a time mutually agreed upon
between the district and the requesting party, dite consideration given to any limitations that
may exist due to the process of conversion, ousieeof a third party to make the conversion.

If no answer is provided by this district withimtéLO) working days, the request will be deemed
to have been denied.

DISTRIBUTION OR SALE OF MAILING OR TELEPHONE NUMBER LISTS
PROHIBITED

This district will not distribute or sell for use a mailing list or a telephone number list anly lis
of persons, including students and employees, withist securing the permission of those
individuals named on the list. This district wikrify the identity of a person requesting a record
to ensure that the requested record or informatiimot be used for purposes of a mailing or
telephone list.

COSTSFOR PROVIDING PUBLIC RECORDS

The Public Records Law permits this district torgeefor the actual cost of copying records or
for providing a duplicate computer tape, computsc,dnicrofilm, or similar or analogous
record system containing the public record infororatequested. The district’s actual cost of
conversion, if the existing record is converte@mother electronic form, may be charged to the
requesting party. The copying or conversion féedale will be made available to those
individuals requesting copies and will be updatrednftime to time as necessary to reflect the
actual copying costs to the district.

The fee charged for providing information in thenficof computer tapes, disks, microfilm, or
similar record media, may not exceed the amouthieflirect cost of copying. If the
information is also available in publication forthe district may offer the published material to
the individual or organization at the standard adstelling the publication.

This district may also charge, at the discretiothefcustodian of the records, the actual labor
cost, which will include the hourly wage and cosbenefits of the employee associated with
locating and copying documents when:

1. The request is for more than one hundred (10@¢gaf paper records; or

2. The request includes records from which nonpubfarmation must be deleted;
or

3. The actual labor, as defined above, associatédi@gating and copying
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documents for a request exceeds two (2) persorshour

This district may require advance payment of thetptopying charges for major copying work.
A decision on whether to require advance paymeht@imade by a custodian of the records.

No cost or fees for copies or labor will be charggdhis district when the requester
demonstrates:

1. The inability to pay; or

2. That the public’s interest or the public’s undansling of the operations or
activities of government or its records would suffg the assessment or collection of any
fee.

When necessary, a designated custodian may aghariexamination of records to be done
outside of regular working hours. In this evehg persons designated to represent the custodian
during such examination will be entitled to reasaaompensation to be paid to them out of
funds provided in advance by the person examirhiegecords.

If there is a request to mail copies of documemtt individual, the custodian may request
advanced payment for the copies and a stampeehddliéssed envelope large enough for the
number of copies. If the information requestednasual, or if there is confusion about what is
being sought, the individual may be asked to subimitrequest in writing, along with advance
payment for copies and a stamped, self-addressedoge large enough for the number of
copies. If it is deemed unnecessary to receivettew request, advance payment or a self-
addressed, stamped envelope, any or all of theresnents may be waived. Any questions
should be referred to a custodian of the records.

INSPECTION AND CORRECTION OF AN INDIVIDUAL’S RECORDS

An individual may inspect, copy, and request cdroecof public records pertaining to that
person, except those portions of records thatya@mpt from disclosure. Such requests will be
referred to a designated custodian immediatelyorection, or a written refusal to make the
correction, must be made within ten (10) calendesd

If a request to correct an individual's record enied, written notification is required within ten
(10) calendar days of the receipt of the requAshotice of refusal to amend a record must state
the reasons for the refusal, and provide the setéof appeal rights and certificate of mailing
as set forth below.

DENIAL OF REQUESTS
If there is any doubt about whether informationwdtdoe disclosed, the person who is making

the request will be asked to submit that requesgtriting. The written request will immediately
be directed to a designated custodian.
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If a request for a record is denied in whole opamt, the person making the request must be
notified in writing. This notice must include:

1. A statement that an attorney for the district feasewed the request, or that the
district had the opportunity to consult with aroatiey and has chosen not to do so;

2. The statutory basis for the denial;
3. A simple statement of the right to appeal andithe limit for an appeal.
A certificate of mailing must accompany the notice.

The time limit for filing an appeal is one hundmeEdhty (180) days from the date the notice of
denial is mailed. The sole remedy for protestigdistrict’s decision is to file a petition in the
district court of the county where the recordsane part of them are located, requesting the
court to compel the district to make the informatavailable or to correct the record.

When a request is denied, the requested recordsbmustained until the end of the appeal
period, until there has been a decision on an dppeas otherwise provided by the Public
Records Law, whichever is longer. Whenever a refggedenied, there must be some indication
made on the record that it must not be purged witktite approval of a designated custodian.

PENALTY AND IMMUNITY

The Public Records Law provides a penalty of uprte thousand dollars ($1,000) for deliberate,
bad faith denial of information that should be tised. The Public Records Law also provides
immunity from liability for the release of records long as there is a good-faith attempt to
comply with the law’s requirements. Thereforasiimportant that any questions or any requests
that seem doubtful be immediately referred to agmesed custodian.

400000
LEGAL REFERENCE:
Idaho Code Section 9-33&,seq.
34 CFR Part 99
Cowles Publishing Company v. Kootenai County Board of Commissioners, et al., Idaho S. Ct.
Op. 2007-74 (May 4, 2007)
ADOPTED: August 20, 2008

AMENDED:
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