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PATRON REQUEST FOR SCHOOL DISTRICT INFORMATION
(PROCEDURES)

Any patron wanting general information from the school district must file a written request using the following guidelines:
1.
All requests for information will be made in writing by the patron stating the date the information is needed.
2.
Written requests for information will be directed to the top administrator at the appropriate level where the information may be available:

A.
At the building level, the request will be made to the building principal.
B.
At the district level, the request will be made to the superintendent of schools.
C.
In both instances, the principal or superintendent will delegate the request to the administrator who can most appropriately fulfill the request.

D.
If a request sent to the building principal cannot be completed at the building level, the principal will forward the request to the superintendent or designee.

3.
Requested information will be provided in a minimum often (10) school days. This amount of time will allow for distribution to the appropriate administrator, for compiling the information, and to allow time to integrate the new work load into the administrator's schedule.
4.
Information that violates privacy or confidentiality laws will not be provided. If a request is rejected, a letter of explanation will be forwarded to the requesting patron.

5.
In accordance with state law, costs for research and copying may be assessed on a per page basis as determined by the administration.

