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The District has adopted the following Official Notice pursuant to Wis. Stat. 19.34, as amended.  The Official Notice describes all of the detailed procedures related to requirements, definitions, and responsibilities of both those requesting and responding to a request.  The Official Notice will be prominently displayed near the main entrance at each campus with additional copies available from the front desk for inspection and copying.

[bookmark: _Official_Notice][bookmark: xxxxx1]Official Notice

The Moraine Park Technical College District is subject to the Wisconsin Public Records Law (Wis. Stats. Section 19.31-19.39, as amended).  This notice is provided to the public to assist it in obtaining access to and copies of records of the District as required by Wis. Stat. section 19.34, as amended.

The District Board has designated the President as the District’s legal custodian of the records of the District.  The President has designated the Vice President – Finance and Administration as the deputy legal custodian for employee related records, the Registrar as the deputy legal custodian for student related records, and the Vice President – Finance and Administration as the deputy legal custodian for financial and all other records.  When the legal custodian or his or her deputy custodians are away from the District, an acting deputy custodian will be appointed.  The legal custodian may be contacted at:

MORAINE PARK TECHNICAL COLLEGE
235 North National Avenue, PO Box 1940
Fond du Lac, WI  54936-1940
(920) 922-8611

Requests for public records of the District may be made by contacting the legal custodian between 8:00 a.m. and 4:30 p.m. Monday through Friday during the school year and 8:00 a.m. and 4:30 p.m. Monday through Thursday during the months of June and July.  The offices of the District are closed on weekends and holidays.  The legal custodian shall be responsible for designating where, when and how the public records may be inspected or copied.  However, no original public record of the District shall be removed from the possession or control of the custodian.

[bookmark: _Preservation_of_Records]Preservation of Records
The records of the District shall be preserved as required by law.  No record of the District shall be destroyed after a request for such records is received until authorized by law.
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Except as provided below, any person may request public records of the District.  A record requestor need not identify himself or herself in order to obtain a record nor state any reasons for the request.  A request must be made in writing.  Any denial of a request will also be in writing.  A person committed or incarcerated is not entitled to inspect or copy a District record, unless the person seeks to inspect or copy a record that contains specific references to that person or his or her minor children for whom he or she has not been denied physical placement under Chapter 767 of the Wisconsin Statutes, and the record is otherwise accessible to the person by law.
Any request for a record must reasonably describe the record or information sought.  If the official legal custodian cannot reasonably determine what records or information are being requested, the legal custodian must either deny the request on that basis, or contact the requestor and attempt to clarify the request.  
Upon the request for any record, the legal custodian shall, as soon as practicable and without delay, either fill the request or notify the requestor of the District’s determination to deny the request in whole or in part and the reasons therefore.  The Wisconsin Department of Justice has set a policy requiring that an acknowledgment of the request be made within ten days and that the request be complied with, if possible, within that time.  If a written request is denied in full or in part, the requestor shall receive a written statement of the reasons for the denial.  Every written denial of a request by an authority shall inform the requestor that if the request for the record was made in writing, then the determination is subject to review upon petition for a writ of mandamus under Wis. Stat. section 19.37(1), as amended, or upon application to the Wisconsin Attorney General or the District Attorney.  
If a records request pertains to a District employee, the legal custodian must review the response of records and redact all information prohibited from disclosure under Wis. Stat. section 19.36(10), as amended.  The provisions of Wis. Stat. section 19.356, as amended, shall apply to record requests pertaining to District officials or employees.
If a records request pertains to a student, the legal custodian must review the response of records and redact all information prohibited from disclosure under the Family Educational Rights and Privacy Act of 1974 and applicable state law.  
Any person will have not only the right to inspect the records of the District, but also the right to receive a reproduction of such records.  In the event that a person files a request for reproduction of any of the records of the District, that person shall be informed of the costs of locating and reproducing such records.  Fees charged by the District relative to the costs of location and reproduction of the records of the District are set forth below.
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The District is entitled to be reimbursed for location fees, reproduction fees and shipping/mailing fees.  However, the required reimbursement shall not exceed the actual, necessary and direct costs involved.
1) Fees for Locating Records
Most of the District’s records are available and can be located in a reasonable amount of time.  There will be no fee imposed upon any person who requests a record if the costs of locating that record do not exceed $50.00.
Some of the District’s records are archived and/or in storage and are not immediately available.  In cases where the records are not immediately available and where it appears that the costs of locating the record will exceed $50.00, the legal custodian will seek the prior written approval of the requestor before proceeding.
The District has established an hourly rate of $30 per hour for employees involved in attempting to locate a record.  These costs will be calculated in one-quarter hour increments.
2) Reproduction Fees
Fees for copying and reproducing existing records where equipment and staff services are available on-site shall be charged to the requestor as follows:
a) Records which are normally reproduced in multiple copies for general distribution (e.g. District board agenda, course schedules, etc.) will continue to be made available upon request at no cost.
b) Photocopies:  20 cents per page
c) Archived document (micro-fiche reader and CD-ROM) copies:  35 cents per page
d) $15.00 per hour, in one-quarter hour increments, for duplication of audio tapes, video tapes, photographs or other media
e) Where the record is contained in the computer records of the District, the requestor will be charged prevailing data processing service center rates for CPU processing and printer time.
f) In addition to duplication or processing charges, the actual cost to the District of the tape or other medium used for reproduction shall also be paid by the requestor.
If it is necessary for the District to lease equipment or contract with a third party vendor to supply reproduction services, the requestor cost will be those actual costs incurred by the District.
The requestor shall be charged for the actual necessary and direct cost of mailing or shipping of any copy of record which is mailed or shipped to the requestor.
3) Disputes regarding Fees
The official legal custodians shall report any disputes which arise under this fee schedule to the President and shall recommend to the President such modifications and revisions as he or she deems necessary.
4) Payment of Fees

The official legal custodian of the records of the District may require the payment of costs provided herein in advance if the total amount will exceed $5.00.  The official legal custodian of records of the District may also, in his or her sole discretion, elect to waive the imposition of the costs provide for herein.
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Enter Policy History Here - Brief description of any revision to the policy.

Revision Date	Unit/Author	Description
02-18-2020	College Leadership/Bonnie Baerwald	Created
08-25-2020	College Leadership/Bonnie Baerwald	Updated Legal Custodian from Vice President – Talent Management to Vice President – Finance and Administration	


The official version of this information will only be maintained in an on-line web format. Any and all printed copies of this material are dated as of the print date. Please make certain to review the material on-line prior to placing reliance on a dated printed version.

Moraine Park Technical College does not discriminate on the basis of race, color, national origin, sex, disability or age in employment, admissions, or its programs or activities.
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