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1 722  PUBLIC DATA AND DATA SUBJECT REQUESTS  
2   
3   
4  
5 [NOTE: School districts are required by statute to establish procedures consistent with 
6 the Minnesota Government Data Practices Act for public data requests and data 
7 subject requests.] 
8  
9 I. PURPOSE  

10   
11 The school district recognizes its responsibility relative to the collection, maintenance, and 
12 dissemination of public data as provided in state statutes.  
13   
14  
15 II. GENERAL STATEMENT OF POLICY  
16   
17 The school district will comply with the requirements of the Minnesota Government Data Practices Act, 
18 Minnesota Statutes, chapter 13 (MGDPA), and Minnesota Rules, parts 1205.010012050100-1205.2000 
19 in responding to requests for public data.  
20   
21  
22 III. DEFINITIONS  
23   
24  
25 A. A. Confidential Data on Individuals  
26   
27 Data made not public by statute or federal law applicable to the data and are 
28 inaccessible to the individual subject of those data.  
29   
30  
31 B. B. Data on Individuals  
32   
33 All government data in which any individual is or can be identified as the subject of 
34 that data, unless the appearance of the name or other identifying data can be clearly 
35 demonstrated to be only incidental to the data and the data are not accessed by the 
36 name or other identifying data of any individual.  
37   
38  
39 C. C. Data Practices Compliance Officer  
40   
41 The data practices compliance official is the designated employee of the school district 
42 to whom persons may direct questions or concerns regarding problems in obtaining 
43 access to data or other data practices problems. The responsible authority may be the 
44 data practices compliance official.  
45   
46  
47 D. D. Government Data  
48   
49  
50  All data collected, created, received, maintained or disseminated by any government 
51 entity regardless of its physical form, storage media or conditions of use.   
52   
53  
54 E. E. Individual  
55   
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56 “Individual” means  a natural person. In the case of a minor or an incapacitated 
57 person as defined in Minnesota Statutes, section 524.5-10213D.02, subdivision 68, 
58 "individual" includes a parent or guardian or an individual acting as a parent or 
59 guardian in the absence of a parent or guardian, except that the responsible authority 
60 shall withhold data from parents or guardians, or individuals acting as parents or 
61 guardians in the absence of parents or guardians, upon request by the minor if the 
62 responsible authority determines that withholding the data would be in the best 
63 interest of the minor.  
64   
65  
66 F. F. Inspection  
67   
68 “Inspection” means the visual inspection of paper and similar types of government 
69 data.  Inspection does not include printing copies by the school district, unless printing 
70 a copy is the only method to provide for inspection of the data.  For data stored in 
71 electronic form and made available in electronic form on a remote access basis to the 
72 public by the school district, inspection includes remote access to the data by the 
73 public and the ability to print copies of or download the data on the public’s own 
74 computer equipment.  
75   
76  
77 G. G. Not Public Data  
78   
79 Any government data classified by statute, federal law, or temporary classification as 
80 confidential, private, nonpublic, or protected nonpublic.  
81   
82  
83 H. H. Nonpublic Data  
84   
85 Data not on individuals made by statute or federal law applicable to the data: (a) not 
86 accessible to the public; and (b) accessible to the subject, if any, of the data.  
87   
88  
89 I. I. Private Data on Individuals  
90   
91 Data made by statute or federal law applicable to the data: (a) not public; and (b) 
92 accessible to the individual subject of those data.  
93   
94  
95 J. J. Protected Nonpublic Data  
96   
97 Data not on individuals made by statute or federal law applicable to the data (a) not 
98 public and (b) not accessible to the subject of the data.  
99   

100  
101 K. K. Public Data  
102   
103  
104  All government data collected, created, received, maintained, or disseminated by the 
105 school district, unless classified by statute, temporary classification pursuant to 
106 statute, or federal law, as nonpublic or protected nonpublic; or, with respect to data 
107 on individuals, as private or confidential.  
108   
109  
110 L. L. Public Data Not on Individuals  
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111   
112 Data accessible to the public pursuant to Minnesota Statutes, section  13.03.  
113   
114  
115 M. M. Public Data on Individuals  
116   
117 Data accessible to the public in accordance with the provisions of Minnesota Statutes, 
118 section  13.03.  
119   
120  
121 N. N. Responsible Authority  
122   
123 The individual designated by the school board as the individual responsible for the 
124 collection, use, and dissemination of any set of data on individuals, government data, 
125 or summary data, unless otherwise provided by state law. Until an individual is 
126 designated by the school board, the responsible authority is the superintendent.  
127   
128  
129 O. O. Summary Data  
130   
131 Statistical records and reports derived from data on individuals but in which individuals 
132 are not identified and from which neither their identities nor any other characteristic 
133 that could uniquely identify an individual is ascertainable. Unless classified pursuant to 
134 Minnesota Statutes, section 13.06, another statute, or federal law, summary data is 
135 public.  
136    
137   
138   
139  
140 IV. REQUESTS FOR PUBLIC DATA   
141   
142   
143 A.  All requests for public data must be made in writing directed to the responsible 
144 authority.  
145   
146   
147 1.  A request for public data must include the following information:  
148   
149  
150 a. a. Date the request is made;  
151   
152  
153 b. b. A clear description of the data requested;  
154   
155  
156 c. c. Identification of the form in which the data is to be provided 
157 (e.g., inspection, copying, both inspection and copying, etc.); and  
158   
159  
160 d. d. Method to contact the requestor (such as phone number, 
161 address, or email address).  
162   
163  
164 2. 2. Unless specifically authorized by statute, the school district may not 
165 require persons to identify themselves, state a reason for, or justify a request 
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166 to gain access to public government data. A person may be asked to provide 
167 certain identifying or clarifying information for the sole purpose of facilitating 
168 access to the data.   
169   
170  
171 3. 3. The identity of the requestor is public, if provided, but cannot be 
172 required by the government entity.  
173   
174  
175 4. 4. The responsible authority may seek clarification from the requestor if 
176 the request is not clear before providing a response to the data request.  
177   
178 B.  The responsible authority will respond to a data request at reasonable times and 
179 places as follows:  
180   
181   
182 1.  The responsible authority will notify the requestor in writing as follows:  
183   
184  
185 a. a. The requested data does not exist; or  
186   
187  
188 b. b. The requested data does exist but either all or a portion of the 
189 data is not accessible to the requestor; or  
190   
191  
192 (1) (1) If the responsible authority determines that the 
193 requested data is classified so that access to the requestor is 
194 denied, the responsible authority willshall inform the requestor 
195 of the determination either orally or in writing, at the time of 
196 the request, or in writing as soon thereafterafter that time as 
197 possible, and shall cite the specific statutory section, 
198 temporary classification, or specific provision of federal law on 
199 which the determination isdenial was based.  
200   
201  
202 (2) (2) Upon the request of a requestor who is denied access 
203 to data, the responsible authority shall certify in writing that 
204 the request has been denied and cite the specific statutory 
205 section, temporary classification, or specific provision of 
206 federal law upon which the denial was based.  
207   
208 c. The requested data does exist and provide arrangements for 
209 inspection of the data, identify when the data will be available for pick-
210 up, or indicate that the data will be sent by mail.  If the requestor 
211 does not appear at the time and place established for inspection of the 
212 data or the data is not picked up within ten (10) business days after 
213 the requestor is notified, the school district will conclude that the data 
214 is no longer wanted and will consider the request closed.   
215   
216  
217 c. If the school district notifies the requesting person that responsive data 
218 or copies are available for inspection or collection, and the requesting 
219 person does not inspect the data or collect the copies within five (5) 
220 business days of the notification, the school district may suspend any 
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221 further response to the request until the requesting person inspects the 
222 data that has been made available, or collects and pays for the copies 
223 that have been produced. 
224  
225 2. 2. The school district’s response time may be affected by the size and 
226 complexity of the particular request, including necessary redactions of the 
227 data, and also by the number of requests made within a particular period of 
228 time.  
229   
230  
231 3. 3. The school district will provide an explanation of technical terminology, 
232 abbreviations, or acronyms contained in the responsive data on request.  
233  
234 4. 4. The school district is not required by the MGDPA to create or collect 
235 new data in response to a data request, or to provide responsive data in a 
236 specific form or arrangement if the school district does not keep the data in 
237 that form or arrangement.    
238   
239  
240 5. 5. The school district is not required to respond to questions that are not 
241 about a particular data request or requests for data in general.  
242   
243  
244 V. REQUEST FOR SUMMARY DATA   
245   
246  
247 A. A. A request for the preparation of summary data shall be made in writing 
248 directed to the responsible authority.  
249   
250  
251 1. 1. A request for the preparation of summary data must include the 
252 following information:  
253   
254  
255 a. a. Date the request is made;  
256   
257  
258 b. b. A clear description of the data requested;  
259   
260  
261 c. c. Identify the form in which the data is to be provided (e.g., 
262 inspection, copying, both inspection and copying, etc.); and  
263   
264  
265 d. d. Method to contact requestor (phone number, address, or email 
266 address).  
267   
268  
269 B. B. The responsible authority will respond within ten (10) business days of the 
270 receipt of a request to prepare summary data and inform the requestor of the 
271 following:  
272   
273  
274 1. 1. The estimated costs of preparing the summary data, if any; and  
275   
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276  
277 2. 2. The summary data requested; or  
278   
279  
280 3. 3. A written statement describing a time schedule for preparing the 
281 requested summary data, including reasons for any time delays; or  
282   
283  
284 4. 4. A written statement describing the reasons why the responsible 
285 authority has determined that the requestor’s access would compromise the 
286 private or confidential data.  
287   
288  
289 C. C. The school district may require the requestor to pre-pay all or a portion of the 
290 cost of creating the summary data before the school district begins to prepare the 
291 summary data.  
292   
293  
294 VI. DATA BYABOUT AN INDIVIDUAL DATA SUBJECT  
295   

296  
297 A. A. Collection and storage of all data on individuals and the use and dissemination 
298 of private and confidential data on individuals shall be limited to that necessary for the 
299 administration and management of programs specifically authorized by the legislature 
300 or local governing body or mandated by the federal government.  
301   

302  
303 B. B. Private or confidential data on an individual shall not be collected, stored, 
304 used, or disseminated by the school district for any purposes other than those stated 
305 to the individual at the time of collection in accordance with Minnesota Statutes 
306 section  13.04, except as provided in Minnesota Statutes, section 13.05, subdivision 4.  
307   
308  
309 C. C. Upon request to the responsible authority or designee, an individual shall be 
310 informed whether the individual is the subject of stored data on individuals, and 
311 whether it is classified as public, private or confidential. Upon further request, an 
312 individual who is the subject of stored private or public data on individuals shall be 
313 shown the data without any charge and, if desired, shall be informed of the content 
314 and meaning of that data.  
315   

316  
317 D. D. After an individual has been shown the private data and informed of its 
318 meaning, the data need not be disclosed to that individual for six (6) months 
319 thereafter unless a dispute or action pursuant to this section is pending or additional 
320 data on the individual has been collected or created.   
321   

322  
323 E. E. The responsible authority or designee shall provide copies of the private or 
324 public data upon request by the individual subject of the data. The responsible 
325 authority or designee may require the requesting person to pay the actual costs of 
326 making and certifying the copies.  
327   

328  
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329 F. F. The responsible authority or designee shall comply immediately, if possible, 
330 with any request made pursuant to this subdivision, or within ten (10) days of the 
331 date of the request, excluding Saturdays, Sundays and legal holidays, if immediate 
332 compliance is not possible.  
333   

334  
335 G. G. An individual subject of the data may contest the accuracy or completeness of 
336 public or private data. To exercise this right, an individual shall notify in writing the 
337 responsible authority describing the nature of the disagreement. The responsible 
338 authority shall within thirty (30) days either: (1) correct the data found to be 
339 inaccurate or incomplete and attempt to notify past recipients of inaccurate or 
340 incomplete data, including recipients named by the individual; or (2) notify the 
341 individual that the authority believes the data to be correct. Data in dispute shall be 
342 disclosed only if the individual's statement of disagreement is included with the 
343 disclosed data.  
344   

345  
346 H. H. The determination of the responsible authority may be appealed by a data 
347 subject pursuant to the provisions of the Administrative Procedure Act relating to 
348 contested cases. Upon receipt of an appeal by an individual, the 
349 commissionerCommissioner of the Minnesota Department of Administration 
350 (“Commissioner”) shall, before issuing the order and notice of a contested case 
351 hearing required by Minnesota Statutes, chapter 14, try to resolve the dispute through 
352 education, conference, conciliation, or persuasion. If the parties consent, the 
353 commissionerCommissioner may refer the matter to mediation. Following these 
354 efforts, the commissionerCommissioner shall dismiss the appeal or issue the order and 
355 notice of hearing.  
356   

357  
358 I. I. Data on individuals that have been successfully challenged by an individual 
359 must be completed, corrected, or destroyed by a government entity without regard to 
360 the requirements of Minnesota Statutes, section  138.17.  
361   

362  
363 J. J. After completing, correcting, or destroying successfully challenged data, the 
364 school district may retain a copy of the commissioner of 
365 administration'sCommissioner’s  order issued under Minnesota Statutes, chapter 14 or, 
366 if no order were issued, a summary of the dispute between the parties that does not 
367 contain any particulars of the successfully challenged data.  
368  
369 VII. REQUESTS FOR DATA BY AN INDIVIDUAL SUBJECT OF THE DATA  
370   
371  
372 A. A. All requests for individual subject data must be made in writing directed to the 
373 responsible authority.  
374   
375  
376 B. B. A request for individual subject data must include the following information:  
377   
378  
379 1. 1. Statement that one is making a request as a data subject for data 
380 about the individual or about a student for whom the individual is the parent 
381 or guardian;  
382   
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383  
384 2. 2. Date the request is made;  
385   
386  
387 3. 3. A clear description of the data requested;  
388   
389  
390 4. 4. Proof that the individual is the data subject or the data subject’s 
391 parent or guardian;  
392   
393  
394 5. 5. Identification of the form in which the data is to be provided (e.g., 
395 inspection, copying, both inspection and copying, etc.); and  
396   
397  
398 6. 6. Method to contact the requestor (such as phone number, address, or 
399 email address).  
400   
401  
402 C. C. The identity of the requestor of private data is private.  
403   
404  
405 D. D. The responsible authority may seek clarification from the requestor if the 
406 request is not clear before providing a response to the data request.  
407   
408 Policy 515 ( 
409 E. E. The school district’s Protection and Privacy of Pupil Records) policy addresses 
410 requests of students or their parents for educational records and data.  
411   
412  
413 VIII. COSTS  
414   
415  
416 A. A. Public Data  
417   
418  
419 1. 1. The school district will charge for copies provided as follows:  
420   
421  
422 a. a. One hundred (100) or fewer pages of black and white, letter or 
423 legal sized paper copies will be charged at twenty-five (25) cents for a 
424 one-sided copy or fifty (50) cents for a twosidedtwo-sided copy.  
425   
426  
427 b. b. More than one hundred (100) pages or copies onof other 
428 materials are charged based upon the actual cost of searching for and 
429 retrieving the data and making the copies or electronically sending the 
430 data, unless the cost is specifically set by statute or rule.  
431   
432  
433 (1) (1) The actual cost of making copies includes employee 
434 time, the cost of the materials onto which the data is copied 
435 (paper, CD, DVD, etc.), and mailing costs (if any).  
436   
437  
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438 (2) (2) Also, if the school district does not have the capacity to 
439 make the copies, e.g., photographs, the actual cost paid by 
440 the school district to an outside vendor will be charged.  
441   
442  
443 2. 2. All charges must be paid for [in cash or by check] in advance of 
444 receiving the copies.  
445   
446   
447   
448  
449 [NOTE: The district should identify the payment methods that it will accept.] 
450  
451 B. B. Summary Data  
452   
453  
454 1. 1. Any costs incurred in the preparation of summary data shall be paid by 
455 the requestor prior to preparing or supplying the summary data.  
456   
457  
458 2. 2. The school district may assess costs associated with the preparation of 
459 summary data as follows:  
460   
461  
462 a. a. The cost of materials, including paper, the cost of the labor 
463 required to prepare the copies, any schedule of standard copying 
464 charges established by the school district, any special costs necessary 
465 to produce such copies from a machine-based record-keeping system, 
466 including computers and microfilm systems;  
467    
468 b. b. The school district may consider the reasonable value of the 
469 summary data prepared and, where appropriate, reduce the costs 
470 assessed to the requestor.  
471   
472  
473 C. C. Data Belonging to an Individual Subject  
474   
475  
476 1. 1. The responsible authority or designee may require the requesting 
477 person to pay the actual costs of making and certifying the copies.  
478   
479 The responsible authority shall not charge the data subject any fee in those instances where the data 
480 subject only desires to view private data.   
481  
482 The responsible authority or designee may require the requesting person to pay the actual costs of 
483 making and certifying the copies. Based on the factors set forth in Minnesota Rule, 1205.0300, 
484 subpart 4, the school district determines that a reasonable fee would be the charges set forth in 
485 sectionParagraph VIII.A of this policy that apply to requests for data by the public.     
486   
487  
488 2. 2. The school district may not charge a fee to search for or to retrieve 
489 educational records of a child with a disability by the child’s parent or guardian 
490 or by the child upon the child reaching the age of majority.  
491   
492  
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493 IX.     Safe at Home Participants and Data Privacy 
494  
495 Prohibition of Discrimination 
496  
497 The school district must not, on the basis of an individual's status as an Address Confidentiality 
498 Program participant where a reasonable person, considering all the circumstances, would 
499 conclude that the refusal, different terms or requirements, or other action was motivated by the 
500 individual's status as a program participant rather than by a legitimate, nondiscriminatory 
501 business purpose, safety or operational concern, or a requirement of federal or state law: 
502  
503 A.  refuse to provide education services to an individual; 
504  
505 B. provide services to an individual on different terms or with different requirements  
506 than an individual who is not a program participant; or 
507  
508 C. otherwise discriminate against an individual. 
509  
510 X. Annual Review and Posting  
511   
512  
513 A. A. The responsible authority shall prepare a written data access policy and a 
514 written policy for the rights of data subjects (including specific procedures the school 
515 district uses for access by the data subject to public or private data on individuals).  
516 The responsible authority shall update the policies no later than August 1 of each year, 
517 and at any other time as necessary to reflect changes in personnel, procedures, or 
518 other circumstances that impact the public’s ability to access data.    
519   
520  
521 B. B. Copies of the policies shall be easily available to the public by distributing free 
522 copies to the public or by posting the policies in a conspicuous place within the school 
523 district that is easily accessible to the public or by posting them on the school district’s 
524 website.  
525   
526 Data Practices Contacts  
527  
528 Responsible Authority:  Executive Director of Administrative Services  
529   
530 [Name] 
531 [Location] 
532 [Phone number; email address]Executive Director of Administrative Services  
533 hr@isd194.org 
534 952-232-2000 
535  
536 Data Practices Compliance Official: Executive Director of Administrative Services  
537 Executive Director of Administrative Services  
538 hr@isd194.org 
539 952-232-2000 
540 [Name] 
541 [Location] 
542 [Phone number; email address] 
543  
544 Data Practices Designee(s):  Executive Director of Administrative Services  
545   
546 Executive Director of Administrative Services  
547 hr@isd194.org 

mailto:hr@isd194.org
mailto:hr@isd194.org
mailto:hr@isd194.org
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548 952-232-2000 
549 [Name] 
550 [Location] 
551 [Phone number; email address] 
552  
553 Legal References:  Minn. Stat. Ch. 13 (Minnesota Government Data Practices Act)  
554 Minn. Stat. § 13.01 (Government Data)  
555 Minn. Stat. § 13.02 (Definitions)  
556   Minn. Stat. § 13.025 (Government Entity Obligation)  
557 Minn. Stat. § 13.03 (Access to Government Data)  
558 Minn. Stat. § 13.04 (Rights of Subjects to Data)  
559 Minn. Stat. § 13.05 (Duties of Responsible Authority)  
560 Minn. Stat. § 13.32 (Educational Data)  
561 Minn. Rules Part 1205.0300 (Access to Public Data)  
562 Minn. Rules Part 1205.0400 (Access to Private Data)  
563      
564 Cross References: ISD 194MSBA/MASA Model Policy 406 (Public and Private Personnel Data) 
565 ISD 194MSBA/MASA Model Policy 515 (Protection and Privacy of Pupil Records) 
566  
567 Resources: MN Department of Administration: Actual Cost 
568 MN Department of Administration: Copy Costs 
569 MN Department of Administration: Education Data 
570  
571 ISD 194 722 
572 Adopted: November 22, 2022 
573 Revised: 

https://mn.gov/admin/data-practices/data/rules/copy-costs/actual-cost/
https://mn.gov/admin/data-practices/data/rules/copy-costs/
https://mn.gov/admin/data-practices/data/types/education/

