OP204 Public Records Request

Effective Date: 07/20/11
Revision Date: 03/16/16, 09/21/16
Public Access to Information/Documentation

The Coalition adheres to the following procedures in order to comply with public disclosure requirements:

1. It is preferable that all requests for Coalition records must be in writing, but not required.  
2. The Coalition is only required to provide records that it maintains.  The Coalition is not required to generate new forms or records if the requested information is not already part of records made or received as part of its operations.
3. If an exempt record is requested, the Coalition must state/document the basis for its refusal to release the requested exempt record.

4. Public records include any hard copy or electronic copies of records made or received by any public agency in the course of its official business. Records such as policies, program results, computer records, emails, Face Book and text messages are all available for inspection unless specifically exempted in state statute.  
5. The Coalition maintains public records of vital, permanent, or archival files safeguarded (i.e., in fireproof and waterproof safes, vaults, or rooms fitted with noncombustible materials) and easily accessible when records are retained in the Coalition’s offices or stored offsite.
6. To protect individuals’ right to privacy and to prevent identity theft, all applicable documentation will redacted to obscure/remove personally identifiable information (P.I.I.) prior to review or release of such records.  The redaction will be done per the Coalition’s processes at the end of this policy.

7. Public records may be inspected by any person desiring to do so, if available staffing and hours of operation allow.  This review of records will be supervised by the custodian of the public records (F.S. 119.07 (1) (a)).  If staffing levels and hours of operation do not allow for this at the time of request, an alternate date and time will be arranged immediately.

8. For all requests for copies of documents, the Coalition shall require prepayment of all copying and shipping charges. For requests that are received without prepayment, the Coalition will notify the requester of this policy via phone call, letter, or e-mail within five (5) business days of receipt of the original request. 
9. The copying cost charged for providing copies of requested documents shall be $0.15 for each one-sided copy and $0.20 for each two-sided copy (costs per F.S. 119.07). All copies shall be shipped to requesters via Priority Mail, thus, shipping charges will be a standard $5.00 if copies fit into a priority flat rate envelope.  If shipment is larger, the fee will be based on the estimated weight of shipment.  
10. After request and payment are received, all requested copies shall be supplied/shipped to the requester no later than thirty (30) calendar days.   
11. The Coalition shall accept certified checks and money orders for requests for copies made in person or in writing.
Coalition Redaction Processes:

Redaction is a process of removing from or hiding sensitive information in documents. These can include documents in the public record that may contain personally identifiable information (P.I.I.) such as Social Security Numbers, telephone numbers, addresses, and other details that are sensitive and personal information.  Information is redacted to protect individuals’ right to privacy and to prevent identity theft.

The particular redaction method selected will be determined by how many documents must be redacted and in what time frame.

Manual Redaction

This is as simple as placing black tape over a copy of the original document, the information to be redacted, or covering the information using a thick, black marker.  Then visually verifying the redacted information is not readable.  

Redaction Using Software 

Redaction functionality may be available in the software used to produce the document.

Microsoft promotes a free add-in for Microsoft Word 2007 and 2010 that permanently redacts fields highlighted by the user.  And Adobe Acrobat began offering a redaction function in version 8 of its popular software. 

However, using these applications may leave metadata that may include information that was manually redacted.  Therefore, the final document must be a scanned document and not left in its original electronic format.   

Redaction as a Service

Some companies offer complete redaction services as an alternative to in-house redaction functions. 

The benefits of Redaction as a Service is its high-volume capacity: some companies can redact 100,000 or more documents per day. In addition, these services typically provide quality review processes that use automated and manual methods to review redacted areas and correct or amend areas in question. 

Redaction as a Service is useful in situations where you have a large volume of historical records that must be redacted thoroughly and quickly, and you lack the manpower to redact the records yourself. 

Should the Coalition ever be required to fulfill a very large request for public records, it may choose to procure such a service.
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