
PUBLIC RECORDS POLICY 

The Board of Directors recognizes that openness leads to a better informed citizenry, which leads 

to better government and better public policy. It is the mission and intent of the School, as a public 
office, to at all times fully comply with and abide by both the spirit and the letter of Ohio's Public 

Records Act. 

Definition 

A "record" is defined to include the following: A document in any format (paper or electronic) that 
is created, received by, or comes under the jurisdiction of the School that documents the 
organization, functions, policies, decisions, procedures, operations, or other activities of the School 
as a public office. 

A "public record" is a "record" that is being kept by the School at the time a public records request 
is made, subject to applicable exemptions from disclosure under Ohio or federal law. The School's 
public records will be organized and maintained in such a way that they can be made available for 
inspection and copying. 

Public Records Requests 

Public records will be available for inspection during regular business hours. Public records will 
be made available for inspection promptly. Copies of public records will be made available within 
a reasonable period of time. "Prompt" and "reasonable" take into account the volume of records 
requested, the proximity of the location where the records are stored, the necessity for any legal 
review and redaction, and other facts and circumstances of the records requested. 

It is the goal of School that all requests for public records will be acknowledged or documented in 
writing. 

Responding to Requests 

Although no specific language is required to make a request for public records, the requester must 
at least identify the records requested with sufficient clarity to allow the School to identify, retrieve, 
and review the records. 

Requesters shall not be required to make a request in writing. Requesters shall not be required to 
provide his or her identity or the intended use of the requested public record(s). However, in 

accordance with Ohio law the School may ask for a written request, the requester's identity, and/or 
the intended use of the information requested, if ( 1) a written request or disclosure of identity or 
intended use would benefit the requester by enhancing the School's ability to identify, locate, or 
deliver the public records that have been requested; and (2) the requester is first told that a written 
request is not required and that the requester may decline to reveal the requester's identity or 
intended use. 

In processing the request, the School does not have an obligation to create new records or perform 
a search or research for infonnation in the School's records. An electronic record is deemed to 
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