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= — COLLABORATIVE

Pursuant to RSMO 610.023 - All requests for district information (media
and/or third parties) should follow this procedure.

Requests for district information should be sent in writing to the district's
custodian of records via a freedom of information act request (FOIA), (also
known as a sunshine request). The district should not honor a request for
district records which is not in writing.

As set forth more fully below, the district is not legally permitted to provide
certain records.

The district's custodian of records should receive the request and a
determination should be made regarding the request (at the superintendent or
board level (with the advice of legal counsel).

Required response

The district has three (3) business days to respond to a proper written request
(the request must be specific enough to understand the record sought and the
record must be a legally permissible record for release).

The district's initial response should be a written acknowledgment of the
request which includes the cost associated with providing the record or a
denial because the record is one which the district is not permitted to release
by law.

Once the fee for the records is received from the requester, the district should
provide the record in written form.

If access to the public records is not granted immediately, the custodian shall
give a detailed explanation of the cause for further delay and the place and
earliest time and date that the record will be available for inspection. This
period for document production may exceed three days for reasonable cause.

The district should maintain a repository of all requests for district records
together with the district's response to the requests.

Fee for records
The district is permitted to charge a fee for the cost of providing the records
PLUS the cost of postage PLUS the clerical costs. The district may charge up




to $0.10 cents per page plus the hourly rate of clerical staff to copy the record
PLUS the actual cost to research in order to fulfill the request.

There are certain records which the district is not permitted to release:
1. employee/personnel records

2. records which are likely to lead to accusations of criminal behavior

3. records which constitute an invasion of privacy

4. records which may endanger the safety of personnel and/or law
enforcement

5. medical/mental health records of personnel, board members and/or
students; and

6. student records

If a request for access is denied, the custodian shall provide, upon request, a
written statement of the grounds for such denial. Such statement shall cite the
specific provision of law under which access is denied and shall be furnished
to the requester no later than the end of the third business day following the
date that the request for the statement is received.



