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PUBLIC ACCESS TO RECORDS

The following information is provided to the public to assist them in obtaining access to the
District records excluding student records.

1. The Glendale-River Hills School District designates the District Administrator and Business
Administrator as the legal custodians of the public records and property of the school district.
The names of the individuals presently holding these positions can be obtained by contacting
the district office, which is located at the following address:

Glendale-River Hills School District
2600 W. Mill Road
Glendale, WI  53209

2. Any public record of the District will be made available for inspection at the above office
during normal, regular business hours upon request.  The normal, regular business hours are
8:00 a.m. to 4:30 p.m., Monday through Friday, during the regular school year.  No original
public records of the District shall be removed from the possession of the official legal
custodian.  The official legal custodian shall be responsible for designating where, when and
how the public records of the District may be inspected and copied.  However, this policy
shall govern the decisions of the official legal custodian of the records.

3. All requests for any records of the District shall be submitted in writing to the official legal
custodian.  It is not necessary that any person requesting access to the records of the District
identify himself or herself in order to obtain a record, nor need any person requesting access
to the records of the District state any reason for his or her request.

4. Any request for a record must reasonably describe the record or information sought.  If the
official legal custodian cannot reasonably determine what records or information are being
requested, the request shall be denied in writing and the reason for the denial shall be stated
in the written denial.

5. Procedures for release, inspection and/or reproduction of public records are as follows:

a. After the receipt of any request for access to the public records of the District, the official
legal custodian will attempt to make such records available as soon thereafter as practical.
In any event, every request should be responded to within five working days.

b. If a request is denied, it will be denied in writing not later than five working days after
the request has been made.  If a public record cannot be made available within five
working days, the official legal custodian or designee will inform the requestor when the
record can be made available.

c. If any records of the District are requested which are necessary for the day-to-day
operation of the District, then the official legal custodian may arrange for the records to
be inspected after normal working hours.
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d.  If the official legal custodian determines that portions of any records requested contain
information that should not be released, the custodian will edit such records to remove
the material not to be released and thereafter release the balance of the document.

e. The official legal custodian will refer any requests for computer records of the District to
the individual in charge of the equipment involved to determine the cost of any computer
search, printing charges, and possible time available on the machine.  Since computer
time can be expensive, computer information will not be provided until the person
requesting the information is informed of the estimated costs and makes payment in
advance if the cost exceeds $50.00.

6. Procedures for release, inspection and/or reproduction of public records relating to
employees:

a. Unless access is specifically authorized or required by statute, the District will not release
the following records as a public record:

i. Information maintained, prepared, or provided by the District concerning the home
address, home electronic mail address, home telephone number, or social security
number of an employee, unless authorized by the employee to provide such
information;

ii. Information relating to the current investigation of a possible criminal offense or
possible misconduct connected with the employee’s employment prior to disposition
of the investigations;

iii. Information pertaining to an employee’s employment examination, except an
examination score if access to that score is not otherwise prohibited;

iv. Information relating to one or more specific employees that is used by the District for
staff management planning, including performance evaluations, judgments, or
recommendations concerning future salary adjustments or other wage treatments,
management bonus plans, promotions, job assignments, letters of reference, or other
comments or ratings relating to employees.

b. The District may release the following information regarding an employee but only after
following the notice requirements set forth in paragraph 6.c.:

i. A record containing information relating to an employee that is the result of a
completed investigation into a disciplinary matter involving the employee or possible
employment-related violation by the employee of a statute, ordinance, rule, regulation
or District policy;

ii. A record obtained through a subpoena or search warrant;

iii. A record prepared by an employer other than the District, if that record contains
information relating to an employee of that employer, unless the employee authorizes
the District to provide access to that information.
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c. In the case of the records described in paragraph 6.b., the records custodian will decide
whether to permit access to the requested records, within 5 days of receipt of the request.
If the request is denied, it will be denied in writing not later than five working days after
the request has been granted.

If the records custodian decides to grant the request, the records custodian will serve
written notice of that decision on any record subject to whom the record pertains, either
by certified mail or by personally serving the notice on the record subject within 3 days
after deciding to permit access.

The records custodian will then make the requested records available to the requester no
earlier than 12 days from the date on which the record subject was served with the notice
and no later than 15 days from that date unless the record subject was served with the
notice and no later than 15 days from that date unless the record subject has filed an
action in court seeking to restrain the District from disclosing the records in question.

Aside from the timelines described herein, all other provisions of Policy KDB are
applicable to the release, inspection and/or reproduction of public records relating to
employees.

7. Any person shall have not only the right to inspect the records of the District, but also the
right to receive a reproduction of any of the records of the District, and that person shall be
informed of the costs of locating and reproducing such records.  Fees charged by the District
relative to the costs of producing any of the records of the District are as follows:

Costs of Locating Documents

a. Most of the District’s records are readily available, or can be located in a relatively short
period of time.  There will be no fee imposed upon any person who requests a record if
the costs of locating that record do not exceed $50.00.

b. Some of the records of the District are in off-site storage, archived, not on-line on the
District’s computer or otherwise not immediately available.  In those cases where a
record is not readily available for whatever reason, and where it appears that the costs of
locating a record will exceed $50.00, the legal custodian will seek the prior written
approval of the requestor before proceeding.  In addition, the custodian will endeavor, but
will not be required to provide an estimate of the total anticipated costs for locating the
record.

c. The District will determine the costs of locating a record by using the hourly rate of
employees involved in attempting to locate the record.

Reproduction Expenses

a. Costs of copying and reproduction of records where equipment is available:

i. There will be no cost charged for reproduction of records in photocopying readily
available records consisting of 10 or fewer pages.  Records which are more than 10
pages will be reproduced at $.15 for the 11th page and each additional page.
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ii. The actual costs to the District of the tapes or other medium used for reproduction
shall also be paid by the person making the request.

iii. When copy reproduction is estimated to require at least a half hour of staff time, or
whenever the records require transcription, the District will charge the requester for
the cost to staff time.  The record custodian shall determine this charge based upon
the average hourly cost for that employee, including the employee’s salary and
fringe benefits.  The requester shall be charged for each quarter hour of time or
portion thereof.

b. Costs of copying and reproduction of records where equipment is not available within the
district:

i. If equipment necessary for any reproduction is not available within the District, then
the District will rent whatever equipment is necessary to perform the function and
will require the person to make payment in advance before proceeding.

ii. Items such as referenced in (1) above, would include, but would not be limited to
audio or videotape reproduction equipment, microfilm or fiche or ultra fiche
reproduction equipment, assorted computer hardware and software.

iii. The actual cost to the District of the tape or other medium used for reproduction
shall also be paid by the person making the request.

Disputes

The official legal custodian shall report any disputes that arise under this fee schedule to the
Board.

Payment of Fees

a. The official legal custodian may acquire the payment of costs provided herein in advance
if the cost exceeds $50.00.

b. The official legal custodian may, in his/her sole discretion, elect to waive the imposition
of the costs provided for herein.

Adopted:  10/19/98
Amended:  6/21/04


