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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

 OPEN RECORDS POLICY
I.
POLICY

1.00
GENERAL STATEMENT

The Kansas Open Records Act grants the right to inspect and obtain copies of public records created or maintained by public agencies in Kansas.  The Open Records Act, K.S.A. 45-215 et sq., as amended, declares that it is the public policy of Kansas that “public records shall be open for inspection by any person.”  Public records are defined as “any recorded information, regardless of form or characteristics, which is made, maintained or kept by or is in the possession of any public agency.  Allen Community College is classified as a public agency for the purposes of this Act.  The Director of Institutional Research and Reporting is the designated official Custodian of Public Records.   
2.00
SPECIFIC STATEMENTS

2.01
Public Records Maintained by Allen Community College are:
· Regulations

· Policies

· Minutes/records of open meetings

· Salaries of public officials

· College budget documents

2.02
Rights
a. Individuals have the right to request assistance from the Custodian at any time.

b. Individuals have the right to:
i. Inspect and obtain copies of public records which are not exempted from disclosure by a specific law.
ii. Obtain a copy of the College’s policies and procedures for access to records.
iii. Receive a written response to a request within three business days.  The response may inform that it will take additional time to produce the records.
iv. File a complaint with the Kansas Attorney General if the individual feels that the request for public records is wrongfully denied. 
2.03
Responsibilities
a. The Kansas Open Records Act does not require a college representative to answer questions, prepare reports, or compile information.

b. The College requires requests in writing, with proof of identity.
c. Reasonable fees, not exceeding actual cost, may be charged for access to records, copies of records, and staff time for processing a request.

d. The College will act upon requests for records as soon as possible, or give an explanation of the reason for delay. 

2.04
Requesting a Record
a. Requests for inspection and copies of records should be directed to the designed Official Custodian of Public Records.

b. Written request to obtain public records should contain:

· Name, mailing address and daytime telephone number

· Organization (if requesting on its behalf)

· Email address

· Fax number, if applicable

· A specific description of the records being requested.  The request is to be as specific as possible to expedite the process.
c. Requests for records must be mailed or emailed to:

Custodian of Public Records / Director of Institutional Research and Reporting
Allen County Community College

1801 N Cottonwood

Iola, KS  66749

koracustodian@allencc.edu 

d. Delayed and declined requests

All effort is made to fully respond to record requests; however, a determinative response may be delayed if:

i. Clarification or refined scope is required.
ii. Legal issues must be resolved before requested records can be produced.

iii. The records are archived or stored off-site.

iv. The scope or large volume of requested records requires more time to assess record existence, availability, and any fees incurred to produce.

v. If further delay is required, the College will provide its explanation and the earliest date by which it expects to provide determinative response. 

e. Denied Requests

Requests may be denied in whole or in part if:

· The requested records do not exist

· The requested records are exempt from disclosure by law

· The request is insufficiently clear in scope
· The request places an unreasonable burden on the College in producing public records

· The records custodian has reason to believe that repeated requests are intended to disrupt other essential functions of the public agency

f. Exceptions

The Kansas Open Records Act recognizes that certain records contain private or privileged information, and the College is not required to provide access to those records.  
The Act lists several exceptions, including but not limited to:

· Personnel records of public employees
· Medical treatment records
· Records closed by the rules of evidence
· Records containing personal information compiled for census purposes
· Notes and preliminary drafts
· Criminal investigation records
· Records of emergency or security information
· Proprietary business information
· Records protected by attorney/client privilege
· A complete list of exemptions can be found in K.S.A. 45-221

g. Fees

i. The College may charge reasonable fees, not exceeding the actual cost, for access to records, copies of records and employee time for processing an open records request.  Charges will be collected in advance.  
ii. The fees charged will equal the actual cost of furnishing copies, including the cost of employee time required to make copies or supervise the copying.  Fees for providing access to computer records will include the cost of computer services, including the employee time required.  

iii. As appropriate, fees may also include third party consulting or legal charges, including the costs related to any necessary redactions to the requested documentation. 
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