GIBRALTAR SCHOOL DISTRICT
Written Public Summary of the District

FOIA Procedures and Guidelines

Introduction

As a public body under the Freedom of Information Act, the District has developed procedures
and guidelines to implement and assure compliance with FOIA. The District has also created
the following written public summary of the specific procedures and guidelines explaininghow
to submit written requests to the District and how to understand the District’s written
responses, deposit requirements, fee calculations, and avenues for challenge and appeal.

How to Submit Written Requests
FOIA requests must be submitted in writing to the District. The request can be sent by email,
fax or mail to:

Email: poddaml@gibdist.net

Fax: (734) 379-6353

Gibraltar School District Attn: FOIA
Coordinator

19370 Vreeland Road

Woodhaven, Michigan 48183

Requests must sufficiently describe a public record so as to enable the District to find it.
Requests should also include a contact telephone number to allow a District employee tomake
contact to resolve issues, clarify the scope of a request or help identify a specific document
containing the information sought.

How to Understand the District’'s Written Responses to FOIA Requests
The District must respond to a FOIA request within five business days. In some cases, the
District may extend the time period by 10 business days to fulfill a request completely. A
response does not necessarily mean the records are provided within five days.

The District can grant the FOIA request, deny the request, or grant it in part and deny it inpart.
If the request is granted in full or in part, the District can charge a fee to process the request.
Fees are calculated according to the District’s FOIA procedures and guidelines and documented
in a detailed fee itemization form. The fee must be paid before a public record is made available.
And, in some cases, the District will require a good-faith deposit before it processes a public
records request.



If the request is denied, the District will provide the basis for its denial in a written notice. The
District will also provide notice of an individual’s rights to appeal the denial to the Board of
Education and/or to file a lawsuit against the District in circuit court.

Deposit Requirements

The District will require a good faith deposit from a requestor before processing a public
records request if the entire fee estimate or charge exceeds $50, based on a good-faith
calculation of the total fee. The deposit will not exceed one-half of the total estimated fee as
identified in a detailed fee itemization. The District’s response shall also include a best efforts
and good-faith nonbinding estimate regarding the time frame it will take the District to
comply with FOIA in providing the public records to the requestor.

If the total amount charged in a previous records request has not been paid in full, the
District may require a deposit of up to 100 percent of the estimated fee before processing a
subsequent public records request.

Fee Calculations

The District may charge a fee for a public records search, for the necessary copying of a public
record for inspection or for providing a copy of a public record under the District’s procedures
and guidelines. The fee shall be limited to actual mailing costs, and to the actual incremental
cost of duplication or publication including labor, the cost of search, examination, review, and
the deletion and separation of exempt from nonexempt information. Labor costs shall be
estimated and charged in increments of 15 minutes in most cases, with all partial time
increments rounded down.

The first $20 of a fee will be waived if a requestor submits an affidavit of indigency. The
requestor must include a statement that the request is not being made in conjunction with
outside parties in exchange for payment or other remuneration.

Avenues for Challenge and Appeal

If the District charges a fee that an individual thinks is too high, denies all or part of a public
records request, the requestor may submit to the District Board of Education a written appeal
that specifically states the word “appeal” and identifies the basis for which the fee should be
reduced or the nondisclosure determination should be reversed. Written appeals may be sent
to the email or mailing address listed above and will be forwarded to the Board of Education
or the Superintendent for scheduling on the agenda of the next Board meeting. Additionally,
the requestor may pursue a fee reduction or appeal the denial by commencing a civil actionin
circuit court.



FOIA FEE ITEMIZATION FORM
GIBRALTAR SCHOOL DISTRICT

Requestor’s Name

Date of Request

Estimate of Fee Actual Fee
Item Description Hourly Ratel Fringe Overtime No. of 15-minute Total
Benefit %2 Rate3 increments? Charge

Locating/Retrieving Hourly wage 5¢ /4x$ X
Records $15.36 X 1.50+/=$23.04 $34.56 (increments) = $
Reviewing Records Hourly wage $ /4=§ X

$15.36 x | 1.50+/=523.04 $34.56 (increments) = $
Redacting Records Hourly wage $ /4=§ X

$15.36 x | 1.50+/=$23.04 $34.56 (increments) = $
Copying/Duplicating Hourly wage $ /4=% X
Records® $15.36 x | 1.50+/=$23.04 $34.56 (increments) = $
Contracted Labor 7H0urly N/A | $ /4=% X
Costs—Redaction wage N/A (increments) = $

X
Name of contracted person or firm if applicable:
Subtotal Labor Costs = $
Copying Cost for Paper Copies®
Letter (82" x 11”) Legal (8%2"x 14”) Size Size Total
paper at $0.__each® | paper at$0.__each | paper at$0._ each | paperat$0. each Charge
No. of Sheets x | No. of Sheets x | No. of Sheets x | No. of Sheets X
$0._ =% $0.__ =% $0._ =% $0._ =% $
Mailing Cost
Cost of Postage Cost Cost of Delivery | Special Insurance Total
Packaging Confirmation Shipping Cost | Cost Charge
$_ $ $ $ $ $
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Qualified for $20 Reduction? If yes, subtract $20.

) )

TOTAL FEE=$

If estimated fee is over $50, the District shall charge a
deposit of 50% of the estimated fee.

Amount of Deposit

$

Paid? Y/N

Subtract any good-faith deposit received.

(& )

Reduction amount due to untimely response by District:

0.5% of fee x days late = reduction.

(& )

TOTAL DUE=$

1 The hourly rate shall not be more than the hourly wage of the lowest-paid staff member capable of

performing the labor in the particular instance.

2The District will add up to 50 percent to the applicable labor charge amount to cover or partially cover the
cost of fringe benefits; 100 percent of fringe benefit costs will be added to the applicable labor charge ifa
requestor stipulates that requested website records must be provided in a paper format or in a specific form of
electronic media. In either case, the District shall not charge more than the actual cost of fringe benefits.
3Qvertime rates shall not be included in the calculation of labor costs unless overtime is specifically stipulated

by the requestor.

¢In general, labor cost shall be estimated and charged in increments of 15 minutes, with all partial time

increments rounded down. (See note 6 for exception.)

® Divide the resulting hourly wage(s) by four to determine the charge per 15-minuteincrement.
¢ Labor costs for copying/duplicating records may be estimated and charged in time increments of the District’s

choosing, with all partial time increments rounded down.

7 This amount shall not exceed an amount equal to six times the state minimum hourly wage rate, which is

currently $8.15.

8 The District shall utilize the most economical means available for making copies, including using double-

sided printing.

9 The fee shall not exceed 10 cents per sheet of paper for copies made on 82" by 14” paper.




	GIBRALTAR SCHOOL DISTRICT
	How to Submit Written Requests
	Gibraltar School District Attn:  FOIA Coordinator
	19370 Vreeland Road

	How to Understand the District’s Written Responses to FOIA Requests
	Deposit Requirements
	Fee Calculations
	Avenues for Challenge and Appeal
	FOIA FEE ITEMIZATION FORM
	FOIA FEE ITEMIZATION FORM- Page 2


