KDB - PUBLIC INSPECTION AND COPYING OF DISTRICT RECORDS

Poudre School District appreciates the community’s strong interest in participating in the
governance of its schools. It is the policy of the District that all public records shall be
open for inspection by any person within a reasonable time, except as provided in
District policy or otherwise specifically provided by law. The District must make a good
faith effort to respond to requests to inspect public records as authorized under the
Colorado Open Records Act (CORA) while ensuring that other confidential, privileged,
excepted, or exempted records are not disclosed.

Public inspection and copying of District records is governed by the terms and
conditions in this policy. The District may develop such rules and administrative
guidelines concerning the inspection and copying of its records as are reasonably
necessary for the protection of its records and the prevention of unnecessary
interference with the regular discharge of the duties of departments and employees
responsible for its records.

The District’s goals in responding to requests for records include:

X Maximizing public transparency while minimizing costs and burdens to the
District;

X Responding to requests as thoroughly and quickly as possible; and

x Establishing universal guidelines and expectations for requesting and responding
to requests for records.

Requests for Records

Before making a request for records under this policy, requestors should refer to the
District’s website to see if the information is posted publicly. Information relating to the
District’s financial records may be contained on the District’'s Financial Transparency
and Budget pages. Information relating to District and Board policies are contained on
the pages for District Policies and Board Policies. Requests for records relating to
individual students or student records or employment records should be made to the
Records Department.

All record inspection and copying requests must be sufficiently specific to allow the
District to efficiently identify the desired records with reasonable certainty. In order to
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To get an accurate response, requestors should avoid vaguely worded inquiries.
Requests should identify the types of documents to be gathered or searched, the
employee(s) most likely to possess the records, and other information that will help the
District locate and provide the correct records. Requests for emails should include:

X Subject matter, in most descriptive terms possible;
x Date range for the search; and
X Names or titles/positions of employees or email addresses.

A statement explaining the requestor’s reason for making the request is helpful but not
required.
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In order to limit the disruption of regular District operations, the time spent in responding
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Fees and Charges

The District may charge a fee of $33 per hour for all time spent in excess of one hour
for:

X Research and retrieval of requested records;

x Conducting searches for requested records;
X Inspecting records to segregate those that are not responsive, those that are not
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- Multiple requests from the same requestor within the timespan of three working
days

- Same or similar requests from the same requestor sent on a daily basis

- Same or similar requests from multiple requestors over a short timespan

- Multiple requests for the same or similar search terms sent as “per day” requests
instead of consolidated into a specific timeframe

Abusive or Harassing Requests

In alignment with the State of Colorado Department of State’s CORA Policies and
Procedures, while the District is required to make a reasonable, good faith effort to
respond to CORA requests within the guidelines of the statute, the District is not
required to respond to harassing or abusive communications.
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