
 Policy KDB -  Records Retention and  Public’s Right to Know/  Open Records Request  s 

 The purpose of this policy is to establish retention periods for district records and to institute a 
 process for responding to requests for records pursuant to the Colorado Open Records Act 
 (“CORA”).  ¶ 
 ¶ 

 RECORDS RETENTION  ¶ 
 ¶ 

 The district shall reference the Colorado School District Records Management Manual (records 
 management manual) developed by the Colorado State Archives department to assist in 
 determining appropriate retention periods for various types of district records.  ¶ 
 ¶ 

 The district may, but will not be required to, retain records for the time periods specified by the 
 Records Management Manual, as may be amended from time to time, unless a longer retention 
 period is required by state or federal law.  ¶ 
 ¶ 

 Board members, and/or employees will take action to preserve records, including emails and 
 other electronically stored records that may be relevant to the expected litigation when directed 
 to by the district’s Chief Legal Counsel or designee.  ¶ 
 ¶ 

 Records that are not subject to retention under this policy may be destroyed when no longer 
 needed.  ¶ 
 ¶ 

 Official/Work-Related Email Specific Retention Policy  ¶ 
 ¶ 

 Unless an official/work-related email is or contains a record that is subject to a longer period of 
 retention under this policy, emails stored in digital form on district computers, servers, and 
 systems shall be retained for a minimum of thirty (30) days.  District employees may be subject 
 to disciplinary action for a violation of this policy.  ¶ 
 ¶ 

 RECORDS REQUEST POLICY  ¶ 
 ¶ 

 Background & Purpose 

 The Board is a public servant, and its meetings and records shall be matters of public 
 information, subject to such restrictions as are set by federal law or regulation, by state statute 
 or by pertinent court rulings. 

 The official minutes of the Board, its written policies and its financial records shall be open for 
 inspection at the office of the superintendent by any citizen desiring to examine them during 
 hours when the office of the superintendent is open. However, no records shall be released for 
 inspection by the public or any unauthorized persons-either by the superintendent or any other 
 person designated as custodian for school district records-if such disclosure would be contrary 
 to the public interest as described in state law or otherwise prohibited by law. The district's 



 financial information shall be posted online in accordance with the Public School Financial 
 Transparency Act. 
 ¶ 
 It is the policy of this district that all public records shall be open for inspection by any person 
 within a reasonable time, except as provided herein or otherwise specifically provided by law.  ¶ 

 The district appreciates the community’s strong interest in participating in the governance of its 
 schools. In the interest of transparency, the district strives to respond to all requests for records. 
 In doing so, it spends a substantial amount of time locating, reviewing, and disseminating 
 records and information. This policy aims to establish clear processes that will streamline and 
 standardize the fulfillment of CORA requests. The district believes that this policy will increase 
 efficiency and consistency in responding to requests. 

 The district’s goals in responding to requests for records include: 
 ·  Maximizing public transparency while minimizing costs and burdens to the district 
 ·  Responding to requests as thoroughly and quickly as possible 
 ·  Establishing universal guidelines for requesting and responding to records 

 The district is required to produce public records in response to requests made under CORA. 
 The district strives to be as transparent as possible. However, not all documents maintained by 
 the district are available for public inspection. Some documents must be kept confidential to 
 respect the privacy of students and families or otherwise comply with the law. 

 Protocols for  Process for  Request  ing  s  for  Records 

 Before making a request for records pursuant to this policy, requesters should refer to the 
 district’s website,  http://www.jeffcopublicschools.org/  to see if the information sought is posted 
 therein. Requesters should also refer to the district’s online, searchable policy database, located 
 at  http://www.boarddocs.com/co/jeffco/Board.nsf/Public  .  Parents seeking their children’s school 
 records should follow the established procedures described in policy JRA/JRC governing the 
 release of student records and information. For more information regarding CORA requests, 
 please refer to the district’s webpage on the subject, located at 
 http://www.jeffcopublicschools.org/community_relations/open_records/index.html  . 
 ¶ 

 Requests for records  ¶ 

 The district is required to produce public records in response to requests made under CORA. 
 The district strives to be as transparent as possible. However, not all documents maintained by 
 the district are available for public inspection. Some documents must be kept confidential to 
 respect the privacy of students and families or otherwise comply with the law.  ¶ 

 For the fastest and best response, requesters should avoid vaguely worded inquiries. Each 
 request must be as specific, clear, and narrow as possible. Requests should include: 

 ·  Subject matter, in the most descriptive terms possible 

http://www.jeffcopublicschools.org/
http://www.boarddocs.com/co/jeffco/Board.nsf/Public
http://www.jeffcopublicschools.org/community_relations/open_records/index.html


 ·  Date range for search 
 ·  Types of documents to be searched (emails, written documents, reports, etc.) 
 ·  Names or titles/positions of employees 
 ·  Other information that will help the district provide the correct records 

 A statement explaining the requester’s reason for making the request is helpful for the school 
 district, but not required. If requesters fail to meet these guidelines, the district may be unable to 
 respond to the request. 

 Requests to inspect public records must be in writing to the Custodian of Records.  Requests 
 may be mailed or faxed to: 

 Communications Services – Open Records Request 
 1829 Denver West Dr., #27 
 Golden, CO  80401 
 Fax:  303.982.6816 

 Alternatively, requests may be submitted electronically by completing the online submission 
 form located on the district’s website at: 

 http://www.jeffcopublicschools.org/community_relations/open_records/index.html 

 The link to the form may also be accessed from the district’s home page by clicking the 
 “Community Relations” link located on the left hand side of the page under the “Quick Links” 
 heading. 

 **As a general matter, the district will neither accept nor respond to requests for public records 
 that are submitted via email.  The reason for this rule is that, due to the district’s spam filters and 
 staff turnover resulting in inactive or incorrect email information, the district cannot guarantee 
 that such requests will be received.  Requests to inspect public records may not be made by 
 phone. 

 District responsibilities 

 The district has no duty to create a public record that does not already exist.  Likewise, general 
 questions and requests for information that is not recorded or documented are not requests for 
 “public records” as defined by the law. Therefore, the district is not required to respond to them 
 according to CORA’s specifications. 

 If the district stores the public record in a digital format, the district must provide a copy 
 of the record in a digital format. Public records stored in a searchable format must be 
 provided in a searchable format and public records stored in a sortable format must be 
 provided in a sortable format. However, public records do not need to be provided in a 
 searchable or sortable format if any of the following exceptions apply: 

 a.  producing the record in the requested format would violate the terms of a 
 copyright or licensing agreement; 
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 b.  producing the record in the requested format would result in the release of third 
 party proprietary information; 

 c.  after making reasonable inquiries, the records custodian determines that: 

 (1)  it is not technologically or practically feasible to permanently remove 
 information that the district is required or permitted to withhold 

 (2)  it is not technologically or practically feasible to provide a copy of the record 
 in a searchable or sortable format; 

 (3)  producing the record in a searchable or sortable format would require the 
 purchase of software, or the creation of additional programming or functionality 
 in existing software, to remove information the district is required or permitted to 
 withhold. 

 Public records not subject to disclosure  ¶ 
 ¶ 

 The district is prohibited by law from disclosing certain confidential records.  Additionally, some 
 records are not subject to disclosure because they are privileged under the law.  ¶ 
 ¶ 

 Records not subject to disclosure include, but are not limited to:  ¶ 
 ·  Private, personally identifying information about students and their families  ¶ 
 ·  District personnel records that relate to employees except that the following may 
 be released:  ¶ 

 Applications of past or current employees  ¶ 
 Employment agreements  ¶ 
 Any compensation including expense allowances and benefits  ¶ 
 Any amount paid or benefit provided incident to termination of employment  ¶ 

 ·  Proprietary information  ¶ 
 ·  Specialized details of security arrangements or investigations  ¶ 
 ·  Other records required by federal or state law and/or regulations or judicial 
 decisions to remain confidential and/or not subject to disclosure  ¶ 

 Sometimes the records requested do not exist.  CORA is not a record retention statute and the 
 district is not obligated to create records that do not exist.  ¶ 

 General questions and requests for information  ¶ 
 ¶ 

 As described above, not all information constitutes a public record for purposes of a CORA 
 request. General questions and requests for information that is not recorded or documented are 
 not requests for “public records” as defined by the law. Therefore, the district is not required to 
 respond to them according to CORA’s specifications.  Although it is not required, the district will 
 continue to try to respond to all such questions and requests for information. 

 Responses to Requests 



 The district will ordinarily respond to a request for records within three (3) working days.  The 
 time for production will begin on the first business day after the request is received.  By way of 
 example, the time for production in response to a request received on a Saturday will not begin 
 until the following Monday, unless such Monday is a holiday, in which case the time for 
 production will not begin until Tuesday.  In most cases, requesters can expect one of the 
 following types of responses: 

 Initial response & production of records 

 If the request meets all the required elements, the district will send the requester an initial 
 response to the request within three (3) days, unless there are extenuating circumstances. If the 
 records are readily accessible and not privileged or confidential, the district may provide them 
 along with the initial response. If not, the initial response shall include: 

 ·  An estimate of how long it will take to produce the documents; 
 ·  The steps the district will take to produce the document; and 
 ·  An estimate of the costs associated with producing the document. 

 If there are extenuating circumstances, such as a particularly vague or broad request, or if the 
 records are not readily available, the district will attempt to produce the requested documents 
 within seven (7) additional working days. 

 Records that are not subject to disclosure 

 If the records are confidential, privileged, or otherwise protected by law, the district will notify the 
 requester in writing within three (3) working days.  The notification shall include an explanation 
 of the reasons that the records will not be produced. 

 Records that do not exist 

 As set forth above, some records may not exist. The district is not required to create records 
 that do not exist.  If the records requested do not exist, the district will  so  notify the requester in 
 the initial response. 

 Request for clarification/specificity 

 If the request is too broad or vaguely worded, the district may respond within three (3) working 
 days with a request for clarification, which shall be in writing. The request for clarification shall 
 include: 

 ·  A brief explanation; 
 ·  The name of a contact or point person in charge of responding to the request; 
 and 
 ·  In some cases, an estimate of the district’s costs in responding to the request “as 
 is.” 



 The district will not consider the request “received” until the requester responds to the district’s 
 inquiry. The “reasonable time” within which the district must respond to a CORA request will not 
 commence until the district receives the requester’s response. If the requester’s response brings 
 the request within this policy’s requirements, the district will follow the response procedures 
 outlined above under “Initial response & production of records.” 

 General questions & requests for information 

 CORA does not apply to general inquiries or requests for information not constituting a public 
 record. If the request takes the form of a general inquiry or question, the district will inform the 
 requester that the request is not covered under CORA.  The district will endeavor to respond to 
 such requests as time permits. Such a response will include: 

 ·  An estimate of if and when the district will respond to the request; 
 ·  A brief explanation; and 
 ·  The name of a contact or point person in charge of the request 

 If the information is already available publicly, the district will include the location of the 
 information in its response. Board meeting minutes, school calendars, and certain budget 
 information are all available online. To access this information, please refer to the following 
 websites, as described above. 
 http://www.jeffcopublicschools.org/index.html 
 http://www.boarddocs.com/co/jeffco/Board.nsf/Public 

 Inspection of Records 

 If the requester wishes to inspect the records responsive to the request in advance of receiving 
 copies, such inspection shall be by appointment only during normal business hours.  A district 
 representative will supervise the requester during the inspection period. 

 Fees and Charges 

 Estimation & payment of fees 

 The district will ordinarily include an estimate of the costs associated with responding to a 
 request for records in its initial response to the requester, unless the requested records are not 
 subject to disclosure. The estimate shall include the costs associated with responding to the 
 request and estimated legal fees, if any. The information will not be copied, retrieved, redacted 
 or manipulated until payment is received. 

 The district may, in its discretion, require the requester to pay a deposit proportional to the 
 anticipated cost of fulfilling the request. If the actual costs are less than the deposit, the district 
 shall refund to the requester the difference between the actual costs and the deposit. If the 
 actual costs exceed the amount of the deposit, the district shall collect the balance owed by the 
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 requester prior to delivering the documents.  Upon receipt of payment, unless extenuating 
 circumstances exist, the records will be transmitted no more than three (3) business days after 
 such payment. 

 Copies 

 The district may charge a reasonable fee for copies of documents, not to exceed twenty-five 
 cents per standard page ($0.25) or fifty cents per double-sided page ($0.50) or a fee not to 
 exceed the actual cost of providing a copy, printout, fax, email or photograph of a public record 
 in a format other than a standard page.  Printing fees may still apply when records are 
 transmitted electronically if it is necessary for the custodian to print documents in order to redact 
 exempt information and/or scan the record to create an electronic file. 

 Research & retrieval 

 The district may charge a reasonable fee for time spent researching and retrieving documents in 
 response to a request. The first hour of time spent on research and retrieval shall be free. When 
 researching, retrieving, reviewing or producing records takes longer than one hour, a fee of 
 $30.00 per hour will be charged for all staff time after the first hour. This fee will also apply to 
 services rendered by district staff in supervising the copying, printing out, or photographing. Any 
 costs charged to a requester shall not exceed the actual cost of producing the records. 
 “Research and retrieval” includes but is not limited to the following activities: 

 ·  Searching physical or electronic files to locate relevant documents; 
 ·  Photocopying, scanning, or printing documents; and 
 ·  Other activities required to locate documents and make them accessible to the 
 requester. 

 Manipulation of records 

 The district may, at its discretion, manipulate existing records or create a new record in order to 
 respond to a request. If the district manipulates data to generate a record in a form not used by 
 the district, the actual costs of manipulating such data and generating such records will be 
 assessed. This may include the hourly fee that applies to research and retrieval as well as any 
 additional actual costs, such as a fee equal to the incremental costs of maintaining a computer 
 database or running a computer program used to analyze or compile data into a single report. 

 The creation of a non-disclosure log is considered a manipulation of data under CORA. The 
 district may charge costs for this service as long as they are not in excess of actual costs. The 
 district may, in its discretion, obtain legal assistance in creating non-disclosure logs for 
 privileged records. The actual cost of creating a non-disclosure log will include any and all legal 
 fees paid by the district for such assistance, and will be included in the fee for manipulation of 
 records. 

 “Manipulation of data” includes, but is not limited to: 



 ·  Reviewing documents for privileged or protected information; and 
 ·  Removing privileged or protected information from the documents. 

 Transmission of documents 

 The district shall not charge a transmission fee when sending electronic documents, except 
 when printing is required, as noted above. If possible, the district will attempt to transmit records 
 electronically. If the cost of converting the documents to electronic form exceeds the cost of 
 transmitting hard copies of the records based on the $30.00 per hour fee, the district will 
 transmit hard copies of the records instead. When transmitting records by United States mail, 
 other delivery service, or facsimile, the district shall charge requesters a fee not to exceed the 
 actual costs of the service. 

 Denial of access and dispute resolution 

 1.  If the district denies a request for access to district records and the person requesting the 
 records asks for a written statement of the grounds for denial, the district shall provide a written 
 statement to the person, citing the law or regulation under which the district denied access. 

 2.  A person denied access to district records may seek a court order compelling disclosure. 

 3.  Before seeking a court order, the person must provide written notice to the records custodian 
 at least 14 days before filing an application in court. 

 4.  During the 14-day period, the records custodian shall meet in person or communicate on the 
 telephone with the person denied access to district records to determine if the dispute may be 
 resolved without court involvement. 

 5.  Any common expense necessary to resolve the dispute shall be apportioned equally 
 between the person requesting the records and the district, unless the district and person agree 
 to a different method of allocating the costs. 

 In addition to the procedures contained in this regulation, the district may develop further 
 procedures governing the inspection, copying and transmission of its records as it deems 
 necessary to protect its records and prevent unnecessary interference with district staff 
 responsibilities and district operations. 

 LEGAL REFS.: 

 C.R.S. 22-9-109 (exemption from public inspection) 

 C.R.S. 22-32-109 (1)(c) (documents available for public inspection) 

 C.R.S. 22-44-301 et seq. (Public School Financial Transparency Act) 



 C.R.S. 24-72-201 et seq. (access to public records) 

 C.R.S. 24-72-205 (6)(a) (must adopt policy regarding the fee for research and retrieval of public 
 records, if the district imposes such a fee; policy must be posted on website or otherwise 
 published) 

 C.R.S. 24-72-205 (6)(b) (maximum hourly fee for research and retrieval of public documents 
 adjusted on July 1, 2019, and every five-year period thereafter) 

 CROSS REFS.: 

 GBJ, Personnel Records and Files 

 JRA/JRC, Student Records/Release of Information on Students 


