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Regulation
PUBLIC RECORDS

The Elsinboro Township Board of Education recognizes the importance of public records as the record of the acts of this district and the repository of the information about this district. Members of the public have the right under law to inspect and copy with certain expectations the public records of this district.

The public records of this district shall mean any paper, written or printed book, document or drawing, map or plan, photograph, microfilm, sound-recording or similar device, or any copy thereof which has been required by law to be made, maintained or kept on file by this board or its officials.
The board shall make a public record of this district available to the residents of this state for inspection and copying with the exception of those records exempted from such inspection and copying by law and the rules of this board.

A. Records exempted by law include:
1. Personnel and pension records of an individual, except that the following are public record: an individual’s name, title of position, salary, payroll record, length of service, date of separation and the reason therefore, the amount and type of pension received, and data, other than detailed medical or psychological information, which shows conformity with qualifications for employment and pensions.
2. Questions on examinations require to be conducted by a local governmental agency.
3. Records concerning morbidity, mortality, and reportable diseases.
4. Records concerning individual pupils.
5. Election tally sheets and ballots.
6. Reports of investigations and ballots.
B. The board declares disclosure of certain public records to be inimical to the public interest and therefore exempts from public inspection records concerning:

1. Matters the disclosure which would impair a right to receive federal funds.
2. Pending negotiations toward a collective bargaining agreement.
3. Any materials the disclosure of which constitutes an unwarranted invasion of individual privacy such as any records, data, reports, recommendations, or other personal material, including but not limited to information relative to the individual’s personal and family circumstances and any material pertaining to admission, discharge treatment, progress or condition of any individual, unless the individual concerned (or, in the case of a minor or incompetent, his/her guardian) shall request in writing that the same be disclosed publicly.
4. Contemplated purchase, lease or acquisition of real property.
5. Tactics and techniques utilized in protecting the safety and property of the public where such disclosure would impair such protection.
6. Pending or anticipated litigation, contract negotiations (other than in the collective bargaining process), and other issues that may fall within the privileged relationship between the board and its attorney.
C. The board declares disclosure of the following records to be likely to violate the privacy of individuals and therefore exempts from public inspection:
1. Rosters of employees of the board.
2. The home address or telephone number of any student or employee of the board, except as the individual student or employee may wish such information to be released.
3. Notations and tape recordings made and temporarily retained by an individual solely as an administrative convenience in the performance of assigned duties, except those tape recordings of public meetings may not be exempted from public inspection.
4. Records made and privately retained by an individual who express personal impressions, opinions, and conclusions, and the disclosure of which would tend to violate the recorder’s privacy.
D. Public access to records.
1. Public records are available for inspection and copying in the office and copying in the office of the custodian of the record. No public record may be removed from the office in which it is kept.
2. Public records may be assessed during the regular business hours of the office in which the record is kept, except that the custodian of the record may delay access a maximum of one working day when immediate inspection or copying will unduly burden the custodian or frustrate the administration of his or her office.

3. Inspection and/or copying must be conducted under the supervision of the custodian or his or her designee and may, at the custodian’s discretion, be limited to a reasonable length of time. 
4. No more than three members of the public may inspect a public record at the same time.

5. No person shall deface, amend, mark, destroy, obliterate, or alter in any way a public record or portion of a public record of this district. A person who violates this rule will be immediately denied further access to any public records and will be reported to the board.

E. Copies of public records.

1. A person inspecting a public record may make handwritten notes at any time. He or she shall not be required to surrender such notes or to reveal their content to the custodian or any other school official.

2. Where feasible, and not destructive to the record, copies of a public record may be made by xerographic process and retained by the person inspecting the record.
3. Copying of documents is subject only to reasonable controls with respect to time, place, and reproduction costs.

a. Copies of records will be made available upon the payment of such price as established below:

i. $0.05 per page for letter sized pages and smaller;

ii. $0.07 per page for legal sized pages and larger;

iii. When the actual cost to produce paper copies exceed the $0.05 and $0.07 rates may charge the actual cost of duplication;

iv. Electronic records (via e-mail and fax), must be provided free of charge;

v. Actual cost must be charged when providing records in another medium (computer disk, CD-ROM, DVD).
b. Copies may be requested and delivered by mail, provided the requester identifies the record accurately and submits payment in advance. Payment must include the actual cost of postage.

4. Copies of public record are not returnable

5. No public record may be removed from the office in which it is maintained.

F. Appeals.

1. A decision of the custodian of a public record may be appealed to the chief school administrator.

2. An appeal of a decision must be made in writing to the chief school administrator. The appeal must set forth:

b. The name and address of the appellant;

c. The specific record sought;

d. The custodian of the record;

e. The decision appealed from;

f. The date of that decision; and

g. The appellant’s reasons for believing that the decision should be reversed.
3. The chief school administrator shall render a decision on the appeal as soon as possible, but not

4. Later than ten days from the time the written appeal is submitted. The chief school administrator’s decision shall be in writing and shall be delivered to the appellant and the custodian of the subject record.
5. The appellant may appeal the chief school administrator’s decision to the board; a decision of the board may be appealed to the commissioner of education.
Addition 

In no case will the Elsinboro Township Board of Education copying/duplicating equipment be used by any person to duplicate material to be used for political and/or elective office purposes. 

The E.S.A. (“Elsinboro School Association”) may have announcements to the parents/guardians of Elsinboro School students for school-related activities, copied free of charge. 

All such notices must be approved by the chief school administrator and printed by the office staff as their time permits.
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