NORTHFIELD COMMUNITY SCHOOL
2000 New Road
Northfield, NJ 08225
Telephone: (609) 407-4000

Public Access to Government Records

Directions: In order to provide you with the requested information, please complete this form and be advised that
the following conditions apply:

% Requests for access to public records must be in writing and either hand delivered, mailed, or transmitted
electronically to the records custodian.

¢ All records covered under the Right-to-Know legislation will be available during regular business hours and will
be available within seven (7) business days.

< If any requested document is not a public record, a response will be provided within seven (7) business days.
Where a legal determination must be made as to whether records are “public records” as provided by law, the
request will be reviewed by the district’s solicitor.

¢+ The legislation sets the OPRA fee schedule in the following ways:

e Every public agency must charge $0.05 per page for letter sized pages and smaller

e Every public agency must charge $0.07 per page for legal sized pages and larger

e Any public agency whose actual costs to produce paper copies exceed the $0.05 and $0.07
rates may charge the actual cost of duplication. (Note: the actual cost calculation is included on
page 2 of this issue).

e Every public agency must provide electronic records FREE OF CHARGE (i.e. records sent via
e-mail and fax).

e Every public agency must charge the actual cost to provide records in another medium (i.e.
computer disc, CD-ROM, DVD).

< Prepayment is required for the duplication of documents/records. There is no fee involved in simply inspecting a
document/record.

« If arequest is made for a copy in a format other than photocopy, reasonable efforts will be made to provide the
information in the format requested. The cost will be based on the costs of producing the format requested. The
requestor will be informed of any special fees before any copying project is undertaken and prepayment is
required.

+ Anonymous requests for access to government records are permitted. However, if identifying information is not
included on the form, there can be no response until the person reappears in the office.

+ The requestor has the right to challenge a decision denying access to a public record. Two options are provided:
file a suit in Superior Court or file a complaint with the Government Records Council within the Department of
Community Affairs.
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