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PUBLICS RIGHT TO KNOW /
FREEDOM OF INFORMATION

The Board recognizes the right of the public to information concerning its actions, its
policies, and the details of its educational and business operations. The
Superintendent is appointed the custodian of public records and may delegate
designate this duty as necessary. The custodian of records shall follow the directives
of 14-2-7 NMSA (1978) in providing access to public records including the posting in
a conspicuous place at the administrative office of the District , and on the District’s
website, the proper notice of a person's rights and the procedures.

The office—of-the—Superintendent—will be-open—to custodian of records will receive

requests for records inspection or copying during normal school business hours frem
Requests for access to records shall be made in writing (which may include electronic
communication such as e-mail or facsimile) directed to the effiee—of—the

Superintendent designated records custodian. Any—written-eommunieation—should
eontain The request shall provide the name, address and telephone number of the

requestor and sheuld—state—the recordrequired identify the records sought with
reasonable particularity. In the event that a written request is not made to the
records custodian having possession of or responsibility for the public records

requested, the person receiving the request shall promptly forward the request to the
records custodian of the requested public records, if known, and notify the requester.

-----

wﬂ—l—respeﬂd—tee—&he—feq-uea% A records custod1an receiving a wmtten reguest shal
permit the inspection immediately or as soon as is practicable under the

circumstances, but not later than fifteen (15) days after receiving a written request.
If the inspection is not permitted within three (3) business days, the custodian shall
explain in writing when the records will be available for inspection or when the
custodian will respond to the request. The three (3)-day period shall not begin until
the written request is delivered to the office of the custodian. If the custodian
determines that a written request is excessively burdensome or broad. an additional
reasonable period of time shall be allowed to comply with the request. The records
custodian shall provide written notification to the requester within fifteen (15) days
of receipt of the request that additional time will be needed to respond to the written
request. If a written request is denied, the records custodian shall provide the

requester with a written explanation of the denial in the manner provided by law.
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Requirements of access and inspection apply only to existing records and do not
require creation of new records. Public inspection of a document that otherwise

would be a pubhc record may be demed by the Supefm%eﬁéeﬂ-b custodlan of records if

m’&e*e—s%s—ef m}@sed on excentxons prov1ded bv law If a pubhc record contams

material that is not subject to disclosure, the District will delete-, if required by law,
redact or separate such material and make available to the requester such material

in the record as is subject to disclosure.

custodxan shall provide a copy of a pubhc 1ec01d in electromc format if the nubhc
record is available in electronic format and an electronic copy is specifically
requested. However, the records custodian is only required to provide the electronic
record in the file format in which it exists at the time of the request.

The custodian of records:

* may charge reasonable fees for copying the public records, unless a different
fee is otherwise prescribed by law. The custodian shall periodically determine
the reasonable fee based on the costs incurred by the District to make copies
(not including the cost of staff time) and the amount of the copving fee shall be
included in the public notice required by 14-2-7 NMSA (1978). The copying fee
shall not exceed one dollar ($1.00) per printed page for documents eleven

inches by seventeen inches (17” x 11”) in size or smaller;
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+ _may charge the actual costs associated with downloading copies of public
records to a computer disk or storage device, including the actual cost of the

computer disk or storage device, but not including the cost of staff time:

+ may charge the actual costs associated with transmitting copies of public

records by mail. electronic mail or facsimile (not including the cost of staff

time

+  may require advance payment of the fees before making copies of public
records for a requestor:

+ shall not charge a fee for the cost of determining whether any public record
is subiject to disclosure; and

+ shall provide a receipt. upon request.

Adopted: date of manual adoption

LEGAL REF.:
14-2-1 to 14-2-12 NMSA (1978)
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