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POLICY TITLE:
Public Records Act Requests
POLICY NUMBER:
3320
3320.1
The purpose of this policy is to:  establish District policy and guidelines concerning accessibility of District records.

3320.2
Section 6253 of the Government Code provides that every person has a right to inspect any

public record except those specifically exempted by law.

“Public record” is defined by law to include any writing containing information relating to the conduct of the public’s business prepared, owned, used, or retained by the District regardless of physical form or characteristics.

A “writing” for purposes of public access may be a handwriting, typewriting, printing, photostating, photograph, transmitting by electronic mail or facsimile, and every other means of recording upon any tangible thing any form of communication or representation, including letters, words, pictures, sounds, or symbols or any combination thereof, regardless of the manner in which the record has been stored.

3320.3
Every person has the right to inspect any District record except those records exempted by statute from public disclosure.

3320.4
All requests to view or photocopy District records other than typical billing and account information shall be forwarded to the District’s General Manager for processing.

3320.5
When a member of the public requests the inspection of a public record, or requests a copy of a public record, and to the extent such records are not exempt, the General Manager shall assist the individual in identifying existing records. 

3320.6
Records existing in electronic format shall be made available to the public in such format, but only if the production will not jeopardize or compromise the security or integrity of the original record or of any proprietary software in which it is maintained. The person requesting the information shall bear the cost of producing the record, including the cost to construct the record, and the cost of programming and computer service to produce the record when the District is requested to produce a copy of an electronic record that is produced only at otherwise regularly scheduled intervals or that request requires data compilation, extraction, or programming to produce.
3320.7
District staff shall provide a “Public Records Request” form to each individual who requests the inspection or photocopying of District records and shall assist the individual in completing the form if so requested.
3320.8
Upon a request for a copy of records, shall, within 10 days from receipt of the request, determine whether the request, in whole or in part, seeks copies of disclosable public records in the possession of the agency and shall promptly notify the person making the request of the determination and the reasons therefor.

3320.9
Upon receipt of a completed Request, the District will, when appropriate:

3320.9.1
Review the request and determine if the record exists, and if so, if it is a record that can be disclosed.

3320.9.2
Respond to the Requestor within 10 days and indicate the place within which the inspection must be made and the time limitation, if any, for return of the documents, or when copies may be picked up and the charge for such documents.

3320.10
Any notification of denial of any request for records shall justify withholding any record by demonstrating that the record in question is exempt under express provisions of this chapter or that on the facts of the particular case the public interest served by not disclosing the record clearly outweighs the public interest served by disclosure of the record, and the name, title or position of the District personnel responsible for the denial.

3320.11
A request for a copy of an identifiable public record, for information produced from such a record, or for a certified copy of such a record, must be accompanied by payment of the appropriate fee as determined by District staff based on cost to the District. Any fee established may be modified from time to time by District staff to reflect actual chargeable costs, and any fee schedule developed shall be made available by the District’s General Manager. Where the State Legislature has established a statutory fee for any given record, the statutory fee shall be charged.

3320.12
Exempted records found in Government Code 6254 shall not be disclosed.  
A response to a written request for inspection or copies of public records that includes a determination that the request is denied, in whole or in part, shall be in writing.
PUBLIC RECORDS REQUEST

SPALDING COMMUNITY SERVICES DISTRICT

REQUEST FOR PUBLIC RECORDS

The California Public Records Act (the “Act”) was enacted to ensure public access to public records.  

You may request copies of specific information or materials and the District will provide this information, or an explanation of why it cannot be disclosed, as soon as possible consistent with the Act.

When submitting your request, please be as specific as possible (i.e., provide dates of reports or actions, resolution and ordinance numbers, etc.) Non-specific requests may incur additional charges for research time or may be rejected if the request would require an undue amount of research or compilation.
Name:_____________________________________________________________________________
Address:___________________________________________________________________________
Phone:_____________________________ Fax:___________________________________________
IDENTIFICATION OF DOCUMENTS
SPECIFIC NAME / DATE /DESCRIPTION OF DOCUMENT__________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________
TYPE OF DOCUMENT (i.e., resolution, ordinance, report, agreement, etc.)____________________
__________________________________________________________________________________
__________________________________________________________________________________

Signature of Requestor: __________________________________ Date:______________________

This area for staff use only

Date Received:__________________________ Date of Response:___________________________

Est. Cost:__________ Amount of Deposit:_________ Refund/Additional Payment:_____________

Disposition: _______________________________________________________________________
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