GLEN RIDGE PUBLIC SCHOOLS

12 HIGH STREET

GLEN RIDGE, NJ  07028
REQUEST FOR PUBLIC RECORDS

All public records are provided pursuant to the New Jersey Open Public Records Act (OPRA), N.J.S.A. 47:1A-1 et. seq.  In order to provide information, this multi-part form has been created and adopted by the Custodian of Records and must be completed in its entirety with sufficient detail to allow the Custodian of School Records to understand the request.  For example, in a request for minutes, the date of the meeting is required.  This form has the following sections:




Section A – Request for Information




Section B – General Information and Fees



Section C – Public Records Request Response
This form may be mailed, faxed or hand delivered.  Office hours for in-person requests are Monday to Friday, 9:00 a.m. to 4:00 p.m.  Summers (July and August) follow an abbreviated workday from 9:00 a.m. to 3:00 p.m.  The fax number is (973) 429-5750.  The mailing address is listed above and correspondence should be addressed to the appropriate records officer.


For all other requests for information (Board of Education, etc.), the School Business Administrator is the Custodian of School Records Officer.

It is our intent to comply in a timely fashion; however, your cooperation and understanding of the time it takes to process requests for information within our daily routine would be appreciated.  The public has certain rights under the law.  Please see the General Information section of this form (Section B).

Records Access Notice

A request may be denied by the Custodian of Records.  The requestor of government records has the right to appeal a denial of, or failure to provide, access to a government record that the requestor wishes to copy, purchase copies of, inspect or examine.  A requestor of government records may appeal any denial of, or failure to provide government records by filing an action in the Superior Court of New Jersey or by filing a complaint with the Government Records Council at the New Jersey Department of Community Affairs.(N.J.S.A. 47:1A-5j and 47:1A-6)

GLEN RIDGE PUBLIC SCHOOLS

SECTION A

REQUEST FOR INFORMATION

Please Print

Name:












Address:














City



State



Zip Code

Telephone:








(Daytime)
(Area Code)

Information

Requested:
Please be as specific as possible.  Include dates, etc. as necessary.
I wish to:







Purchase*
   Review**


Other (specify)

Reason for

Request:














Signature of Requestor


Date

*Purchase – 
Fees are assessed for records that are copied pursuant to statutory rates.  Please see the General Information Section.

**Review – 
Records for review are coordinated with the district as district staff must be present for the review of documents.

GLEN RIDGE PUBLIC SCHOOLS

SECTION B

General Information and Fees

A request for information must be submitted on this form, which has been adopted by the Custodian of School Records.  Some records will be immediately available during normal business hours as described in this document as Monday through Friday, 9:00 a.m. to 4:00 p.m.  Some records will require time to compile and to make available or make copies requested, but will normally be made available within seven (7) business days.  Copies or review of information will only be made during business hours.  This form may be faxed at any time to (973) 429-5750; however, requests for information will only be addressed during business hours.  Offices shall be open or closed following the school calendar, allowing for school breaks, holidays or vacations.  Summers follow an abbreviated workday of 9:00 a.m. to 3:00 p.m.

If any copy or request to review a record cannot be honored within seven (7) business days, due to it not being a public record or that it will take additional time to provide the information requested, the requestor will be provided a response as to this fact within seven (7) business days.  Some records have specific fees or other response times as established by rule, law, regulation or Executive Order.  Where fees are not specific, the statutorily provided fee structure shall be applied.  There is no fee with simply inspecting a document during regular business hours.  In general:

· Immediate access is ordinarily available for current budgets, orders, bill, contracts, including collective negotiation agreements.  Minutes of public meetings will generally be available immediately after the minutes have been approved by the Board.  Approved meeting minutes of the Board of Education are generally available on the district’s web site.

· Records which are not readily available or which will require a search of records will be made available as soon as possible, and the applicant will be provided with an interim report within seven (7) business days indicating when it is anticipated the record will be available.

· Except where otherwise provided by law or regulation, the fee assessed for the duplication of a printed record shall be as provided by statue and listed below:

· 1st page to 10th page, $0.75 per page; 11th page to 20th page, $0.50 per page; 

· All pages over 20, $0.25 per page.

· The Board of Education may charge more than the per page limit if the actual cost, calculated as the cost of the materials and supplies, exceeds the rates above.  Additionally, any special service fee may be added for irregular size copies or requests that require an extraordinary amount of time or effort to accommodate the request.  In such cases, the actual direct cost of providing the copies will be charged.  The Board and the Custodian reserves the right to provide copies double sided on a single sheet of paper charging each side as a single page.

· Where there is a request for a copy in a format other than a photocopy, reasonable efforts will be made to provide the information in the requested format.   The cost will be based on the costs of producing the information in the format requested.  Generally, information will not be e-mailed.

· A minimum deposit of $5.00 will be required where the requestor wishes to remain anonymous.  This amount may be adjusted by the Custodian based upon the request.

· The term “public records” generally include those records determined to be public in accordance with N.J.S.A. 47:1A-1.  The term does not include employee personnel files, or other matters in which there is a right of privacy or confidentiality or which is specifically exempted by law.

GLEN RIDGE PUBLIC SCHOOLS

SECTION C

Public Records Request Response

The public records requested in Section A is granted or denied as listed below.  If granted and copies were requested, the fees assessed are in accordance with those outlined in Section B, General Information and Fees and calculated for this specific response below.  If extra work was required, the actual cost of providing the copy (not including district labor) has been included.  If the request has been denied, the reason for the denial has been provided.  If the information is not available within seven (7) business days of the request, the date on which it is anticipated the information will be available is provided in the granted column.

Granted
Denied
Record
Fee or Reason for Denial





























Total

Fee:

Provided by:


Custodian of School Records





Date

I hereby acknowledge that I have received or reviewed the documents requested, except for any document listed above on which a determination has been made that the document(s) are not public and access has been denied.  I understand my rights of appeal as included in this request form.  I also certify, if personal information is being requested, I have not been convicted of a crime and if I have, then the Custodian of Records has been provided a list of names of the victims and their family.

Name of Requestor (Please Print)

Signature of Requestor






Date

A Citizen’s Guide to the Open Public Records Act

(N.J.S.A. 47A:1A-1 et. seq.)

This pamphlet is intended to provide the public with an overview of the New Jersey Open Public Records Act.  It is intended not to serve as a legal reference, but to familiarize those who want access to pubic records of their rights and of the responsibilities of public agencies that hold records.  Additional information can be obtained from the Government Records Council.

Why is there an Open Public Records Act?

The law is intended to:

· Expand the public’s right of access to government records;

· Set up an administrative appeals process if access is denied;

· Define what records are and are not “government records” and determine whether they should be accessible to the public.

The policy behind it
The policy behind the Open Public Records Act (OPRA) is that government records, with certain exceptions, should be readily accessible to the public for inspection, examination, and copying.  While limitations on the public’s right of access should be decided in the public’s favor, a public agency is required to keep a citizen’s personal information from public access when that access would violate the citizen’s reasonable expectation of privacy.

What are government records?

In plain language, a government record is a physical record that has a government purpose and that is held by a public agency. 

Under OPRA, the “physical record” includes any paper, written or printed book, document, drawing, map, plan, photograph, microfilm, data-processed or image-processed document, and information stored or maintained electronically or by sound recording.

Public agencies include:

· All departments and agencies of state government, including state colleges and universities;

· All counties, municipalities, school districts, fire districts, county and municipal boards, commissions, agencies, and independent authorities; and

· The state’s legislature and its agencies, except that most constituent correspondence and special materials prepared for individual legislators are not covered.

OPRA does not cover the state’s judicial branch and municipal courts, which have their own rules.

A record held by a public agency has a “government purpose” when it has been “made, maintained, kept on file, or received in the course of official business.”

What records are accessible to the public?

Generally, all government records are accessible to the public except those that fall under the exceptions to public access set forth in OPRA.  Examples of public records that are accessible to the public include minutes of regular public meetings, budgets, bills, vouchers, and contracts, including collective bargaining agreements, individual employment contracts, and public employee salary and overtime information.

Why are some records exempt from disclosure?

Under OPRA, certain records are exceptions to the public accessibility standards because of the legal principle that citizens have a reasonable expectation of privacy regarding records in possession of a public agency; because of public safety concerns; and because of the need to insure unfettered debate, discussion, and consideration of issues inside public agencies.

What are some records that cannot be disclosed?
Some exceptions to disclosure include:

· Inter- or intra-agency “advisory, consultative, or deliberative material”; 

· Trade secrets or proprietary commercial or financial information;

· Any record within the attorney-client privilege;

· Administrative or technical information about computers which, if disclosed, would jeopardize their security;

· Emergency or security information regarding any building or facility which, if disclosed, would compromise security;

· Security or surveillance information which, if disclosed, could risk the general safety of the public;

· Information which, if disclosed, would give an advantage to competitors or bidders;

· Information about sexual harassment complaints or grievances, and information between an agency and an insurer;

· Files maintained by the public defender in any case considered confidential;

· Personal information such as social security, drivers license, credit card, and unlisted phone numbers (additional protections are granted to victims of crimes), and 

· Information kept confidential under court order.

For more specific information about exceptions, contact the “records custodian” in the public agency that has the records you want to access, or contact the Government Records Council.

Special circumstances

Under OPRA, criminal investigative records in general are not available to the public.  Further, if the person making the request has been convicted of an indictable offense in New Jersey or elsewhere, he or she may not have access to personal information about his or her victim or the victim’s family.  To comply with this provision, some agencies have developed records request forms that require the requester to certify that he or she has not been convicted of an indictable offense.  (A government record containing such information may only be released subsequently if it is needed in the defense of the requester.)

What entities doesn’t OPRA cover?

Generally, OPRA does not cover private businesses, not-for-profit organizations, or the judicial branch of government.

Whom do I contact to obtain records from public agencies?

Under OPRA, citizens who want to obtain public records should contact the “custodian of records” of the public agency that holds the records they want.  At the municipal level, that person will be the municipal clerk; at other public agencies, that person will be an official designated by the particular agency or governmental unit.

What do I need to do to request records?

You need to know what records you want and what government agency has them.  The records request should include an accurate description of each specific record sought.  The more you know about the record you wish to see, the easier it will be for the custodian to retrieve it.

When you have that information, file a records request with the records custodian.  Under OPRA, a records request must be in writing and must be hand-delivered, mailed, faxed, or “otherwise conveyed to the appropriate custodian.”  The request cannot be made by telephone.  Use of the Internet as a way to submit requests may be possible for an agency equipped to process such requests and is an option left open to the agency.

The requester is allowed to ask for a record to be copied in a particular format.  It may not be possible to honor that request, but if it is feasible, an additional charge may be levied for that service if it is a format not normally used by the agency.  This is most often applied to making copies or obtaining data from computer databases.

Is there a form I have to use?

Yes.  Each agency has a records request form to be used to request records under OPRA.  The records request form includes the name, address, and phone number of the requester and space for a brief description of the record sought.  A written request provides a paper trail in the event of a denial, this written record can be very important when making an appeal to the Government Records Council or Superior Court.  While anonymous requests may be permitted, the custodian will require a 100% advance payment for any copies that are requested anonymously.

In addition, agencies may release some routinely requested records “informally” by phone, fax, or in person.  Such an informal request would not bind the public agency to the time frames provided by OPRA and would not extend certain other rights to the requester, such as the right of appeal to the Government Records Council.

Do I have to pay for copies in advance of receiving them?

When a request form is submitted the custodian will determine if prepayments if required.

How soon can I get the records I requested?

Under OPRA, the custodian of government records must comply with the request “as soon as possible,” but no later than seven business days after the request is received.  If the record is in storage or archived (and thus may take longer to retrieve), the custodian will advise the requester of that fact within seven business days and tell the requester when the record will be available.  The request form, signed and dated by the custodian, will serve as evidence of the transaction in case the request is denied and the requester decides to appeal that decision.

What happens if my request is denied?

If a request for a record is denied, there are two avenues of redress.  The requester may file a suit in Superior Court or apply to the Government Records Council for relief.  For appeals to the Government Records Council, the complaint must be in writing, and it should set forth the facts regarding the circumstances of the request, the specific records asked for, and the denial of access by the records custodian.  Appeals in the Superior Court require a $200 filing fee and must follow established court rules.  If the denial is found to be unreasonable, either the court or the council can reverse the decision.

However, prior to taking formal action the requester may want to contact the Government Records Council for advice.  Depending on the circumstances, the Council’s staff may be able to intervene and resolve the matter without a formal complaint being filed.

What are reasons for denials?

Reasons for denial reside for the most part in the exceptions to disclosure defined in OPRA.  Others could be a failure to fill out the records request properly or failure to provide proper identification or failure to meet established deadlines to provide access.

Can I ask for a record in a specific format?

If the requester is willing to pay for it, the agency must, if possible, provide the record in a medium not usually used by the agency.  In these cases the agency may charge, in addition to the actual cost of duplication, a special charge that is reasonable, based on the cost for any extensive use of information technology and/or for the labor cost of personnel providing the service.

Can I get immediate access to certain records?

Under OPRA, a requester must be given immediate access to budgets, bills, vouchers, and contracts (including collective bargaining agreements and individual employment contracts) that are readily available to the custodian at the time of the request.  “Immediate access” means that the custodian must make every effort to provide access as soon as it is requested.

How is personal information protected?

Because of the policy to protect the privacy of individual information on some public records, it may be necessary for the custodian to redact (i.e., edit) certain information from the record.  To ensure that the requester does not see information such as social security, credit card, drivers license, or unlisted telephone numbers, the record shown to the requester must not include that information.  For this reason, the requester may receive copies on which information has been blacked out or whited out or copies that use special computer displays or printouts.

Does redaction apply to viewing or inspecting records?

Even if the requester wishes only to view a record, possibly for the purpose of copying down information, the custodian will still redact the record before access is allowed.  If a requester wants to look at records without receiving copies and personal information must be redacted, there is no charge for the transaction.

What is the cost of paper copies of records?

The fee for copies of printed government records shall not exceed:



Pages 1-10

$0.75/page



Pages 11-20

$0.50/page



All pages after 20
$0.25/page

If special equipment is needed to make the copies (e.g., for maps), the requester may be charged the actual cost of duplication.  Special charges may also be levied for unusual requests or those that require direct expenditure of funds by the custodian (e.g., for computerized records) to reproduce the records.

What is the Government Records Council?

The passage of OPRA established the Government Records Council (GRC).  Part of the State of New Jersey’s Department of Community Affairs, the GRC is composed of the Commissioners of Community Affairs and Education (or their designees) and three members of the public who are appointed by the Governor with the advice and consent of the Senate.  An executive director and professional and clerical staff administer the work of the Council.

What can the GRC do for me if access to records is denied?

Prior to filing a complaint, you may want to contact the GRC to ask for their assistance or inquire about the denial.  You can contact the Council on their toll free help line, (to be provided later), by e-mail (grc@dca.state.nj.us), or from their web site at www.nj.gov/grc.  If you want to file an official complaint with the Council and make use of the formal mediation process (see below), the first step for you (the requester) is to submit a written complaint, alleging that a custodian of a government record has improperly denied you access to a specified record.  The complaint form can be obtained from the toll-free number or the web site.

What is mediation?

After the GRC receives the written complaint, the parties will be offered an opportunity to resolve the dispute through mediation conducted by an impartial mediator.  Mediation is an informal, non-adversarial process, which aims to help the parties reach an acceptable, voluntary agreement.  If mediation fails to resolve the matter to the mutual satisfaction of the parties, the Council will launch an investigation concerning the issues brought up in the complaint.

How will the GRC conduct the investigation?

The GRC will first ensure that the complaint is a valid one.  If it is, the Council will direct the public agency to produce the relevant documents and the reasoning behind the denial.  In both mediation and a formal investigation, the GRC will try to handle the complaint as expeditiously as possible and, to that end, will use teleconferencing, faxing of documents, and e-mail.  If in-person meetings are necessary, the Council will send representatives to meet the parties at mutually convenient locations.

If the Council cannot make a decision based on the written submissions of the parties, both parties will be notified and a formal hearing will be held.  Following that hearing, the Council will reach a determination by a majority vote on whether the record should be made available to the requester.  If the Council decides in favor of the requester, and it finds that the custodian “willfully and knowingly” denied access unreasonably under the full circumstances, the custodian can be fined $1,000 for a first offense, $2,500 for a second, and $5,000 for a third if it occurs within 10 years of the first.  If the requester wins, he or she may be entitled to a reasonable attorney’s fee.

The Council’s decision may be appealed to the Appellate Division of the Superior Court.

Going to Superior Court

If a requester is denied access to public records, he or she has the option of seeking relief from the Superior Court in the appropriate jurisdiction.  Information on this process can be obtained by contacting the Superior Court in the county where the denial took place.  If the court determines that access was improperly denied, the court shall order that access be allowed.  If the requester wins, he or she may be entitled to a reasonable attorney’s fee.

How can I get more information about the law?

To get more information, contact the Government Records Council.


Mail:

Government Records Council




PO Box 819




Trenton, NJ  08625-0819



Toll-free Help line:
866-850-0511


E-mail:


mailto:grc@dca.state.nmj.us

Web site:

www.nj.gov/grc
Definitions from the law:

“Government record” or “record” means any paper, written or printed book, document, drawing, map, plan, photograph, microfilm, data-processed or image-processed document, information stored or maintained electronically or by sound-recording or in a similar device, or any copy thereof, that has been made, maintained or kept on file in the course of his or its official business by any officer, commission, agency, or authority of the state or of any political subdivision thereof, including subordinate boards thereof, or that has been received in the course of his or its official business by any such officer, commission, agency, authority of the state or of any political subdivision thereof, including subordinate boards thereof.  The terms shall not include inter-agency or intra-agency advisory, consultative, or deliberative material.

“Public agency” or ”agency” means:

· any of the principal departments in the executive branch of state government, and any division, board, bureau, office, commission, or other instrumentality within or created by such departments;

· the Legislature of the state and any office, board, bureau, or commission within or created by the legislative branch; and

· any independent state authority, commission, instrumentality, or agency.

The term also means any political subdivision of the state or combination of political subdivisions, and any division, board, bureau, office, commission, or other instrumentality within or created by a political subdivision of the state or combination of political subdivisions, and any independent authority, commission, instrumentality, or agency created by a political subdivision or combination of political subdivisions.

