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School Board

Lo
Access to Cooperative Public Records ¢

Full access to the Cooperative’s public records is available to any person as provided in /éhe Hlinois
Freedom of Information Act {FOIA), this policy, and implementing procedures. The Director or
desigace shall: (1) provide the Board with sufficient information and data to permit the Board to
monitor the Cooperative’s compliance with FOIA and this policy, and (2} report any FOIA requests
during the Board’s regular meetings along with the status of the Cooperative’s Irespons

dat

Freedom of ln{ormatlon Officer \l,g/e.i—-
F Y
The?\ irector shall serve as the Coopcratwe s Freedom of [nformation Officer and assumes all the

duties and powers of that office as provided in IFOIA and this policy, The/Director may delegate these
duties and powers to one or more designees, but the delegation shall not relieve the, Director of the
responsibility for the action that was !delegated

Definition

The Cooperative’s public records are defined as records, reports, forms, writings, letters, memoranda,
hooks, papers, maps, photographs, microfilms, cards, tapes, recordings, electronic data processing
records, clectronic communications, recorded information and all other documeniary material
pertaining to the transaction of public business, regardless of physical form or characteristics, having
been prepared by or for, or having been or being used by, received by, in the possession of, or under
the confrof of the Schoo! Cooperative.

Requesting Records | __

A rtequest for inspection andfor copies of pubi:c rccords must bc made in wrltmg and may be
submitted by personal delivery, mail, telefax, or email directed fo the Cooperative’s Freedom of
Information Officer. Individuals making a request are not required to state a reason for the request
other than to identify when the request is for a commercial purpose or when requesting a fee waiver,
The Director or dcsig,nce shall instruct Cooperative employees fo immediately forward any request
f(}r inspection and copying of a public record to the Cooperative’s Freedom of Information Officer or
Wesignes,

Responding to Requests
The Freedom of Information Officer shall approve all requests for public records unless:
1. The requested material does not exist;

2. The requested material is exempt from inspection and copying by the Freedom of Information
Act; or

3. Complying with the request would be unduly burdensomse.

Within 5 business days afler receipt of a request for access to a public record, the Freedom of
information Officer shall comply with or deny the request, unless the time for response is extended as
specified in Section 3 of FOIA. The Freedom of Information Officer may cxtend the time for a
response for up to 5 business days from the original due date. If an extension is needed, the Freedom
of Information Officer shall: {1) notify the person making the request of the reason for the extension,
and (2) either inform the person of the date on which a response will be made, or agree with the
persen in writing on a compliance period.
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| Commented. [AP1]: This sentence allows a board 1o monitor

1

-
—

the Coaperative's compliance with FOIA, which FOIA calls
8 ﬁmdamen{a.’ obligation of the boarcl

Tssue 88, May 2015

Commented [AP2]: OPTION 1: A board may alter ﬂus
patagraph in one of thrge ways; .

/A, Insert another job title in place of Dm:ctor if so, please -
\mdxcale ol your Rcspmlse Furm or mclude Cooperatl B
edits,

B. Replace paragraph with: “The Board will appoin an

,|"employee fo serve as the Cooperative’s Freedom of -~
‘| Information Officer. That appointee assumes all the dutics

"and powers of tha1 office as pl’()vlded in FOIA and thls
policy.”
C. Replace paragraph with: “The Duector shali appomt an

employee, who may be himsclf or herseif, to sexve as the .
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" | Tssue 88, May 2015

1 Commented [AP3]: OPTION ; Cnoperlhvcs way, bint are
ot required to, accept prat requests Theresp_ s¢ to'an oral
P .

Caoperaﬂvc s Freedom of Infonnation Officer. That -
‘appointee assupcs all the duties and powers of t!mt ot’ﬁce as
pmVidEd in I'OIA and this pollcy .

L.request shoutd be documented . ; :
Add this option after the first sente;we 1f Ihc Caoperanve =
wants o accept oral requests: “Oral requests may be i
accepted prowded personnei are avmiab!e fo handle lhem

“ | Issue 88, May 2015

) Contmented |AP4]: “[his seritence is changed tohelp

preveat inadvertent FOIA violations caused by staff - "= "0 -
bers. who informatly respond to record roquests. ¢ S

Ksstic 88, My 2015




The time periods are extended for resEondang to requests for records made for a commercial purpose,
requests by a recurrent requester, or yoluminous requests, as those_terms._are defined in. Section. 2 of .-
FOIA. The time periods for responding to those requests ave governed by Sections 3.1, 3.2, and 3.6 of
FOIA,

When responding to a request for a record containing both exempt and non-exemipl material, the
Freedom of Information Officer shall redact exempt material from the record before complying with
the request.

Fees]

Persons making a request for copies of public records must pay any and all applicable fees. '[hc
Freedom of Iformation Officer shall establish a fee schedule that complies with FOIA and this
policy and is subject to the Board’s review. The fee schedule shall include copying fees and all other
fees to the maximum extent they are permitted by FOIA, including without limitation, search and
review fees for responding to a request for a commercial purpose and fees, costs, and personnel hours
in coanection with responding to a veluminous request,

Copying fees, except when fixed by statute, shall be reasonably cafculated to reimburse the
Cooperative’s actual cost for reproducing and certifying public records and for the use, by any person,
of its equipment 1o copy records. In no case shall the copying fees exceed the maximum fees
permillcd by FOIA. 1f the Coopcrative’s actual copying cosls are equal to or greater than the

of black and white, letter or legal sized COpIES or {2) electronic copies other than the actual cost of the .
recording medium, except if the response is to a voluminous request, as defined in FOIA,

A fee reduction is avaitable if the request qualifies under Section 6 of FOIA. The Freedom of
Information Officer shall set the amount of the reduction taking into consideration the amount of
material requested and the cost of copying {itf
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Commented [AP'S]: Time penods are now .exten:
vafurmnmls leqHESlS . ) .

Tssue 88, May 2015_: 3

Commented {AP6]: This section is amended to increase
efficiency and avoid paraphrasing a complex faw. The first
paragraph authorizes the FOIA Qfficer to establish a fee
schedule without needing the bﬂﬂl’d 's prior approval,”
Section 6(a) state s: ¥TF 8 request.is nota request for a:
commemal_p\ 03¢ of A voluminous request, a public body :
may not charge the requester for the costs of any scazch for
nnd'review of the records or othier personnei costs associated
wnhrepmducmg the records.” This implies thata search and
review feg may be charged whe responding to n request for

o commierelal purpese oF & Yohunirows request, However, &
Sec. 6(b) states that the search ang review fee deséribed in
Seg. G() may be charged ouy io someone makmg a
cemmerclal request, Sec. 6(f) contains the maximuim

amounts that may be charged for search and review but does
not explain when they may be chacged. ;

Fhe FOTA Officer will need to consult the huard nttorncy
concerning fees,

TIssue 83, May 2015

{ Commented [APT}: This sentence Is added to indrease - ¢

sfficiency, Ta see the FOIA fee schedule, refer 10 2:250- - g
APl Access o aud Capymg of (,Dop ytive Public )

Issue 88, May 2015

‘reduction, taking into consideration the amount of mﬂlenal

’ Commenled [APS]: 5 ILCS 140/6(c) makes it mandatory to

furnish rezords “without charge or ata reduced charge” if thc
request is in the public inferess fis defined by FOIA,
OFTION 3: If:a board wanss to indicate when a reducuon is |
avaitable by paraphrasmg ihe statate, it may substitute the . :
following alternative for the default paragraph: .
“A fee reduction is avaitable if the person requeshng ﬁle
record stafes a speclﬁc purpose for the request and mdlca(es
tlzax a fee reduction is in the public interest by havmg_as its
principal purpose the preservation of the peneral public’s
health, safety, welfare, or legal rights and is not for the
principal purpose of personal or commercml henefit, The
Freedom of Enformation Officer shall set the amount of the .

requesled nnd Lhe cost of copymg 1:

| Tssue 88, May 2015




Provision of Copies and Access to Records

A public record that is the subject of an approved access request will he available for inspection or
copying at the Cooperative’s administrative office during regular business hours, unless other
arrangements are made by the Freedom of Information [Officer],

is unable to reasonably access the record online, he or she may resubmit the request for the record,
stating his or her inability fo reasonably access the record online, and the Cooperative shall make the
requested record available for inspection and copying as otherwise provided in this policy,

Preserving Public Records

Public records, including email messages, shall be preserved and cataloged if: (1) they are evidence of
the Cooperative’s organization, function, policies, procedures, or activities, (2) they contain
informational data appropriate for preservation, (3) their retention is required by State or federal law,
or (4) they are subject to a retention request by the Board Afiorney (e.g., a litigation hold),
Cooperative auditor, or other individual authorized by the School Board or State or federal law to
make such a request. Unless its retention is required as described in items numbered 3 or 4 above, a
public record, as defined by the lllinois Local Records Act, may be destroyed when authorized by the
Local Records Commission.

LEGAL REF.: 5 ILCS 140/, llinois Freedom of Information Act,
105 ILCS 5/10-16 and 5/24A-7.1.
820 HLCS 40/11.
820 ILCS 130/5.
CROSS REF.: 2:140 (Communications To and From the Board), 5:150 (Personnel Records),
7:340C (Student Records)
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-{ Conunented |APY]: OPTION 4: Public bodies may sdopt -

rules for the times and places where vecords will be made © -
available (5 TLCS 140/3(1). A board may amend this = -
sentence to reflect other times and/or places where records,
will be made available. I so, please indicate on your
Response Form or inclide Cooperative edits.

‘. | Tssue 88, Moy 2015 .

[ Cominented |AP10]: OPTION 5: A Cooperative may - |

reduce FOIA requests by posting records on ifs website.”. - .
Many records are required to be web-posted, see 2:250-E3,
Inmediately Available Cooperalive Ppblic Records and .- - .
Web-Posted Reports and Records. T the Cooperative does
not have a website, change this sentence as follows: “Some
pubtic records are available for immediate access including a
deseription of the process for requesting a public recerd, and
n list of alt types or categosies of records under its control.” -

4 Issue 88, May 2015

Commented [AP11]: The Fast two sentences in this
paragraph are added in response 1o § IL.C8 140/8,5, added by
P.A. 98-1129, ’

Issue 88, May 2015

Compare to current policy 2:250, or consider adding to your manual if not currently

included.
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