
C N  Re cor ds  C N  

      ( See  B E,  C NA,  ECA,  I D A E,  I I ,  H AI ,  J GGA,  a nd  J R  e t  s eq . )  

  

 T h e  b oa r d  s ha l l  des i gn a t e  a  F re ed o m o f  In fo r ma t i on  Of f i c e r  wi t h  t he  

a u t hor i t y  t o  e s t a b l i sh  a nd  ma in t a in  a  s ys t e m o f  r e co r ds  i n  ac cor da nce  w i th  t he  

Ka nsa s  Ope n  Re cord s  Ac t  an d  o th e r  ap p l i cab l e  l a ws  a nd  ma y  a s s i gn  a no the r  

d i s t r i c t  e mp lo yee  t o  h an d le  r e qu es t s  f o r  r e co r ds  a nd  s e r ve  a s  t he  c us t od i an  o f  

t he  r ec o rd s .   T he  cu s t od i an  sh a l l  p ro mi nen t l y  d i s p l a y  a n d  d i s t r i bu t e  o r  o the r wi se  

ma ke  a va i l a b l e  t o  t h e  pu b l i c  a  b ro ch ure  i n  t he  fo r m p r esc r i be d  b y  t he  l oc a l  

F re ed o m of  In f o r ma t i on  Of f i c e r .  

 T ypes  o f  Re cor ds  

 A  p u b l i c  r e co rd  me a ns  a n y  r ec o r ded  i n f o r ma t i o n ,  r e ga r d l e s s  o f  f o r m o r  

c ha r ac t e r i s t i c s  wh i ch  i s  ma d e ,  ma i n t a i ned  o r  kep t  b y  o r  i s  i n  t he  p oss es s io n  o f  

t he  d i s t r i c t ,  i n c lu d ing  t ho se  ex h i b i t e d  a t  p u b l i c  b oa r d  me e t i n gs .  

 Ce n t r a l  Of f i ce  Rec ord s  

 Re cor ds  ma in t a i ned  b y  t he  s upe r in t en de n t  sh a l l  i nc l ud e ,  b u t  no t  be  l i mi t ed  

t o ,  t h e  f o l l o wi n g:  f i n an c i a l ,  pe r so nn e l ,  p r op e r t y  (b o t h  r e a l  and  p e r s on a l )  o wne d  

b y  t h e  d i s t r i c t .  

 Bu i ld i n g  Rec or ds  

 R e cor ds  ma in t a in ed  b y  t he  bu i l d i n g  p r in c i pa l s  sh a l l  i nc l ude ,  bu t  no t  be  

l i mi t ed  t o ,  t h e  fo l l owi n g:  ac t i v i t y  fu nd s  a nd  s t ud en t  r eco rds .   (S ee  J R e t  s e q . )  

 P u b l i c  Acc ess  

 A l l  r ec o rd s  e xce p t  t h os e  s ub j ec t  t o  e xcep t io n  b y  t he  Ka nsa s  Op en  Re co rds  

Ac t  s ha l l  be  op e n  t o  i n sp ec t i on  b y  t h e  gen e ra l  pu b l i c  d u r i n g  r e gu l a r  o f f i ce  h ou r s   

o f  a n y  sc ho o l  o r  t he  d i s t r i c t  o f f i ce .   T he  s up e r i n t e nde n t  wi l l  e s t ab l i sh  

p ro ced ure s  f o r  ma k in g  r eco rd s  a va i l a b l e  o n  nor ma l  b us i ne s s  d a ys  wh en  d i s t r i c t  

o f f i c es  a r e  c lo sed .   Co p ie s  o f  o pen  r e co rd s  sh a l l  be  a va i l ab l e  o n  wr i t t e n  r e que s t .  



C N  Re cor ds  C N -2  

 Re qu es t s  f o r  a cc es s  t o  o pen  r ec o r ds  s ha l l  b e  ma de  i n  wr i t i n g  t o  an  o f f i c i a l  

c us t od i an  o f  d i s t r i c t  r eco rds .   T he  o f f i c i a l  cu s to d i a n  sh a l l  exami n e  eac h  r eq ue s t  

t o  de t e r min e  whe t he r  t h e  r ec o r d  r eq u es t ed  i s  an  o pe n  r ec o rd  o r  i s  su b j ec t  t o  an  

e xc ep t i on  b y  t h e  Kan sa s  Ope n  Re cor ds  Ac t .   T he  c us t od i an  s ha l l  e i t he r  g r an t  o r  

d en y  the  r eq ues t .  

 I f  t he  c us t od i an  doe s  no t  g r a n t  t he  r eq ue s t ,  t he  p e r s on  r e qu es t i n g  t he  

r eco rd  sha l l  r e ce i ve  a  wr i t t e n  e xp l an a t io n  o f  t he  r eas on  fo r  t he  de n i a l  wi th i n  

t h r e e  d a ys  o f  t he  r e qu es t ,  i f  a n  e xp l an a t i on  i s  r eq ue s t e d .   I f  t he  r e qu es t e r  

d i sa g re es  wi t h  t he  ex p l ana t io n ,  t he  f r e ed o m o f  i n fo r ma t i on  o f f i c e r  s ha l l  s e t t l e  

t he  d i sp u t e .  

 T o  t he  ex t en t  p oss ib l e ,  r e qu es t s  fo r  acc es s  t o  r e c o rd s  s ha l l  be  ac t e d  on  

i mme d ia t e l y .   I f  t he  r e que s t  i s  no t  a c t ed  on  i mme d ia t e l y ,  t h e  cu s to d i a n  sha l l  

i n fo r m th e  r e qu es t e r  o f  wh en  a nd  wher e  t he  ope n  r e co rd  wi l l  b e  ma de  a va i l ab l e .   

T h e  r e co r d  sh a l l  be  ma d e  a va i l ab l e  wi th in  t h r ee  bu s in es s  da ys  o f  t h e  r e qu e s t .   

E ac h  cu s to d i a n  sh a l l  f i l e  a l l  r eq ues t s  and  t he i r  d i sp os i t i o ns  i n  t he  a ppr op r i a t e  

o f f i c e  an d  ma ke  r ep or t s  a s  r e que s t e d  b y  t h e  su pe r i n t e nd en t  o r  t he  b oa r d .  

 T h e  bo a r d  sh a l l  a nn ua l l y  s e t  a  f ee  f o r  c op i e s  o f  r ec o rd s .   Ad van ce  pa yme nt  

o f  t h e  e xp ens e  o f  c op y i n g  ope n  r eco rd s  s ha l l  be  bo rne  b y  t he  i nd i v idua l  

r eq ues t i n g  t he  co p y .   Un der  no  c i r cu ms ta nc es  s ha l l  t he  doc ume n t s  be  a l l o wed  

o u t  o f  t he i r  u su a l  bu i l d in g  l oc a t i o n  w i th ou t  ap pro va l  o f  t he  o f f i c i a l  c us t od i an .  

 Re ve nue  f r o m c op y in g  o p en  r ec o r ds  wi l l  be  d ep os i t e d  i n  t h e  d i s t r i c t ’ s  

ge n e ra l  f un d .  

 D i s po s i t i on  

 A l l  d i s t r i c t  o f f i ce  r ec o r ds  sh a l l  be  kep t  fo r  a t  l ea s t  t he  min i mu m l en g th  o f  

t i me  r eq u i r e d  b y  l aw.



C N  Re cor ds  C N -3  

 T h e  c l e r k  i s  de s i gna t e d  a s  t he  o f f i c i a l  cu s to d i a n  o f  a l l  bo a rd  a nd  d i s t r i c t  

o f f i c e  r eco rd s  ma i n t a i ne d  b y  t h e  d i s t r i c t .   E a c h  b u i l d in g  p r i nc i pa l  i s  d es i gna t ed  

a s  o f f i c i a l  c us t od i an  o f  a l l  r ec o rd s  e s t ab l i she d  an d  ma i n t a i ned  a t  t he  b u i l d in g  

l e ve l .   In  a d d i t i o n  t o  t ho se  r ec o r ds  r eq u i r e d  b y  l a w,  t h e  c l e r k  s ha l l  be  

r e sp on s ib l e  f o r  p r e pa r in g  a nd  ke ep i n g  o th e r  r ec o rd s  n ece s sa ry  f o r  t h e  d i s t r i c t ’ s  

e f f i c i en t  o pe ra t i on .  

 D i s t r i c t  e mpl o yees  sh a l l  f o l l ow  t he  gu i de l i nes  fo un d  in  t he  s tu de n t  r e co rds  

p o l i c i e s .   ( Se e  J R a nd  J RB)  

 Re t en t io n  o f  Do cume nt s  i n  Cer t a i n  Ci rcu mst an ces   (S ee  CNA )  
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UNIFIED SCHOOL DISTRICT NO. 307 

SALINA, KANSAS 

PUBLIC REQUEST FOR 

SCHOOL RECORDS 

 

Person requesting records___________________________________________ 

 

Address of person requesting records__________________________________ 

 

Specific records being requested: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

 

_____Approval to release records 

_____Denial to release records 

_____Delayed release of records  

 

Reason for denial or reason for delay: 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

________________________________________________                               _____________________ 

Custodian/ 

Freedom of Information Officer                                                                                          Date 
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Date and time the request was made___________________________________ 

 
 


