Public records policy

Compliance
The District shall fully comply with the Oregon Records Law, ORS 192.410-192.505

1.

Specifying request: in order to facilitate the public’s access to records in the
Districts possession, and to avoid unnecessary expenditure of staff time, person
requesting access to public records for inspection or copying, or who submit written
requests for copies of public records, shall specify the records requested with
particularity, furnishing the dates, subject matter and other detail as may be
necessary to enable District personnel to readily locate the records sought.

Access: The District shall permit inspection and examination of non-exempt public
records during regular business hours in the District’s office. Copies of non exempt
public records maintained in a machine readable or electronic form shall be
furnished, if available, in the form requested. | if not available in m the form
requested, such records shall be made available in the form in which they are
maintained.

Certified copies: Certified copies of non -exempt public records shall be furnished
upon request, and receipt of payment therefor.

Fees for Public Records
In order to recover it's costs for responding to public records requests, the following fee
schedule is adopted by the District:

1.

Copies of Public Records; certified copies: Copies of public records shall be 10
cents per copy for standard, letter size copies. Copies can be certified for an
additional cost of $5.00

Copies of sound recordings: Copies of sound recordings of meetings shall be
$10 per copy.

Copies of maps or other non standard documents: Charges for copying maps
or other non standard size documents shall be charged with the actual costs
incurred by the District.

Medical records: An insurance company representing an injured party or with
appropriate reason and releases to receive copies of medical records will be
charged a $20 fee for standard requests. If request is made for years prior to
current year, requiring archive search, the fee may increase as outiined in research
fees section.






5. Research fees: If a request for records requires District personnel to spend more
then 15 minutes searching or reviewing records prior to their review or release for
copying, the minimum fee shall be $22 per hour and additional charges shall be in
1/4 hour increments. The District shall estimate the total amount of time required
to respond to the records request, and the person making the request shall make
payment for the estimated cost of searching and copying the records in advance.
If the actual time and costs are less than estimated, the excess money shall be
refunded to the person requesting the records. If the actual costs and time are in
excess of the estimated time, the difference shall be paid by the person requesting
the records at the time the records are produced.

6. Additional charges: If a request is of such magnitude and nature that compliance
would disrupt the District's normal operation, the District may impose such
additional charges as necessary to reimburse the District for actual costs of
producing the records.

7. Reduced fee or free copies: Whenever it is determined that furnishing copies of
public records in it's possession at a reduced fee or without costs would be in the
public interest, the Board of Directors or Fire Chief may so authorize. ORS
192.440(4)

Authorization required for removal of original records

At no time shall an original record of the District be removed from the District's files or the
place at which the record is regularly maintained, except upon authorization of the Board
of Directors of Fire Chief

On site review of original records

If a request to review original records is made, the District shall permit such a review
provided that search fees are paid in advance in accordance with accordance with
paragraph b4, above. A representative shall be present ant any time original documents
are reviewed, and the charges for standing by while the records are reviewed shall be the
same charges for searching or reviewing records.

Unauthorized alteration, removal or destruction of originals

If any person attempts to alter, remove or destroy any District record, the District
representative shall immediately terminate such person’s review, and notify the attorney
of the District.






Access to District records

Personnel records

A.

Maintenance of file: Official personnel records of employees shall be maintained
by the Fire Chief and Admin Assistant. If there is a change of name, address,
telephone number, marital status, or number of dependants or other necessary for
employment information the Fire Chief or Admin Assistant should be notified.

Removal: Documents shall not be removed from a personnel file, except pursuant
to determination by the Fire Chief or designee that particular document is not
accurate or is no longer relevant or timely to any personnel or performance matter.
Any document which is removed shall be maintained in a separate file containing
all such documents.

Medical records: Documents containing medical information shall be kept in a
separate file that is not part of the employees personnel file. While these records
shall be treated as confidential, supervisors and managers may be informed
regarding necessary work restrictions and necessary accommodations, firstaid and
safety personnel may be informed, when appropriate, of an employees disability,
if the disability might require emergency treatment, and government officials
investigating compliance with discrimination laws shall be provided relevant
information on request. This file will be maintained by Fire Chief and Admin
Assistant.

Employee examination of personnel record & inclusion of material by
employee

1. No material of a negative or derogatory nature shall be placed inan
employees file unless the employee has had an opportunity to review the
material, which shall be noted on the documents.

2. Employees may be allowed to include in their personnel file any material
deemed relevant to job qualifications or performance, in the judgement of the
District. Employees may inspect and review their personnel files, excluding
confidential reports from previous employers.

3. Employees may protest, or comment upon, in writing, any materials placed
in their personnel file. Such protest/comments shall be placed in the
personnel file.

4. Employees wishing to inspect/review their personnel fire shall make an
appointment in advance with the Fire Chief.

5. An employee may receive a copy of such records. The employee will be
charged the actual cost of providing this service.






Access to personnel files - persons other than employee or District designhee

1.

Personnel files are exempt from disclosure under the provision of ORS
192.502(2) if disclosure would constitute an unreasonable invasion of
privacy. Records of discipline may be exempt from public disclosure.

Any person seeking disclosure of material that would constitute an
unreasonable an unreasonable invasion of privacy shall have the burden of
showing that public disclosure would not constitute invasion of privacy, by
clear and convincing evidence.

No information in an employees personnel file will be released until the
employee is notified and has reasonable opportunity to comment on the
request. In all cases, the District must determine whether or not the
particular personnel records of any District employee are subject to public
disclosure. An employee’s expectation of confidentiality and privacy is, in
each case, subject to the requirements of Oregon’s Public Records Law.
This decision shall be made by the Fire Chief of the District or Board of
Directors by resolution following deliberation in executive session.

Information regarding an employee’s address, telephone number, work
history, performance or salary will not be given over the telephone. Only
employment dates and job titles may be released verbally.

Verification of employment, requests for salary information must be in
writing, signed by the employee, authorizing release of specific information.

Work reference requests, for both present and terminated employees, must
be in writing and signed by the employee, authorizing release of information.

Management review of personnel files

a. All personnel files will be reviewed by the Fire Chief every five years
reflecting caution, warning, admonishment, reprimand and other
suspension, to determine the continued appropriateness of retention.

b. Materials deemed inappropriate or no longer relevant may be
removed from the personnel file with the employee concerned so
notified. Criteria which may be used include age of the material,
seriousness of the infraction, and instances of repeated similar
infractions.

Training records: The Fire Chief, Training Officer, Admin Assistant or other
designee may access training & education records.

General records: The Secretary of the Board, the Fire Chief, Admin Assistant or
designee may access general District records.






Public Records Exempt from Disclosure

If a district denies a request for a public record, it has the burden to prove that the record is
exempt from disclosure. If the record is exempt from disclosure, the district is not required to
provide the record. In many instances, the district has the authority to voluntarily provide
records, even if they are exempt from disclosure. If a district does voluntarily provide an exempt

record to an individual, it does not give up the right to deny access of the record to another
individual in the future.

The district records officer should use the following steps when deciding whether to honor a
request for the district's records:

1. Is there any good reason not to disclose the records?
2. If the answer is yes, is the record exempt from disclosure?

3. If there is any question as to whether or not the record is exempt, and the district does not
wish to release the record, then legal counsel should be consulted.

An individual may submit a written request to a public body not to disclose a specified public
record indicating the home address or personal telephone number of the individual. A public
body shall not disclose the specified public record if the individual demonstrates to the
satisfaction of the public body that the personal safety of the individual or the personal safety of a
family members residing with the individual is in danger if the home address or personal
telephone number remains available for public inspection.

Documents that are exempt from disclosure unless "the public interest requires disclosure in the
particular instance," include the following:

1. Public Records Pertaining to Litigation [ORS 192.501(1)] — Litigation records in which the
district is part of the complaint or which the district believes that it is likely to become part of
the complaint.

2. Trade Secrets [ORS 192.501(2)] — The information must not be patented, it must only be
known to a limited number of persons, it must have the potential of deriving economic value,
and it must give its users the chance to obtain a business advantage over competitors not
having the information.

3. Criminal Investigation Material [ORS 192.501(3)] — Information compiled in a criminal
investigation that if divulged may deprive a person of a fair trial, constitute an invasion of
privacy, disclose the identity of a confidential source, disclose investigation techniques, or
endanger the safety of law enforcement officers.

4. Tests and Examination Material [ORS 192.501(4)] — Test questions, scoring keys, and other
examination data used to administer a licensing examination, examination for employment,
or academic examination.

5 Business Records Required to be Submitted [ORS 192.501(5)] - Records which will identify
a particular business and its production Jevels.
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15.

16.

17.

18.

12, MS )

Real Estate Appraisal Information [ORS 192.501(6)] - Information relating to the appraisal
of real estate prior to its acquisition.

Employee Representation Cards [ORS 192.501(7)] — The names and signatures of employees
who sign authorization cards or petitions for the purpose of requesting representation or
decertification elections.

Civil Rights Investigation Material [ORS 192.501(8)] — Information relating to complaints of
discrimination in housing, places of public accommodation, or private vocational,
professional or trade schools. However, the actual complaint is not exempt.

Unfair Labor Practices Complaints [ORS 192.501(9)] — Information which relates to unfair
labor practice investigations and complaints before the Employment Relations Board. The
complaint itself would not be exempt from disclosure.

Debt Collection Agency Investigation Records [ORS 192.501(10)] — Records, reports and
other information received or compiled by the Director of Consumer and Business Services
concerning debt collection.

Archaeological Site Information [ORS 192.501(11)] — Information concerning the location of
archaeological sites or objects, except if the governing body of an Indian tribe requests the
information and the need for the information is related to that Indian tribe's cultural or
religious activities. '

Personnel Discipline Actions [ORS 192.501(12)] — A personnel discipline action, or
materials or documents supporting that action, if a sanction was imposed. This exemption
does not apply when an employee of a public body resigns during an employer investigation
or in lieu of disciplinary action.

Information about Threatened or Endangered Species [ORS 192.501(13)] ~ Information
regarding the habitat, location or population of any threatened or endangered species, if the
requestor of the records will use the information to further endanger the species.

Faculty Research [ORS 192.501(14)] — Writings prepared by or under the direction of faculty
of public educational institutions, in connection with research, until publicly released,
copyrighted or patented.

Computer Programs for the Use of Public Bodies [ORS 192.501(15)] — Computer programs
developed or purchased by or for a public body for its own use, not including the original
data or the mathematical formulas used to manipulate the data.

Agricultural Producer Indebtedness Mediation Data [ORS 192.501(16)] — Data and
information provided by participants to mediation for agricultural producers in danger of
foreclosure.

Unsafe Workplace Investigation Materials [ORS 192.501(17)] — Investigatory information
relating to complaints of violations of laws governing workplace safety. It does not cover the
complaint itself but provides for confidentiality of the identity of the employee making the
complaint.

Law Enforcement Public Safety Plans [ORS 192.501(18)] — Specific operational plans in
connection with an anticipated threat to individual or public safety for deployment and use of
personnel and equipment, prepared and used by a law enforcement agency, if public
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disclosure would endanger the life or physical safety of a citizen or law enforcement officer
or jeopardize the law enforcement activity involved.

19. Telecommunications Utility Audits [ORS 192.501(19)] — An external or internal audit or
audit report pertaining to a telecommunications carrier.

20. Residence Address of Elector [ORS 192.501(20)] — Requires the county clerk to keep the
elector’s residence address exempt from disclosure if requested by an elector who
demonstrates to the satisfaction of the county clerk that the elector’s personal safety or that of
any family member residing with the elector is in danger.

21. Housing Authority Information [ORS 192.501(21)] - Certain records, communications and
information submitted to a housing authority as defined in ORS 456.005 by applicants for
and recipients of loans, grants and tax credits.

22. Councils and Boards [ORS 192.501 (22)] - Records of the name and address of a person who
files a report with or pays an assessment to a council, board or commission created or
organized under ORS chapter 576, 577, 578 or 579.

23. Security Information [ORS 192.501 (23)] - Records or information that would reveal the
security measures taken or recommended to be taken to protect:
(a) An officer or employee of a public body
(b) Buildings or other property used or owned by a public body
(¢) Information processing, communication or telecommunication systems, including
the information contained therein, that are used or operated by a public body;

24. OHSU Donors [ORS 192.501 (23)] - Writings prepared by or under the direction of officials
of Oregon Health Sciences University about a person and the person'’s potential interest in
donating money or property to the university or the person's actual donation unless disclosure

is authorized by the person. D
= I

The following public records are always exempt from disclosure (ORS 192.502) SIS

1. Internal Advisory Communications — Communication within a public body or between public
bodies if it is advisory or preliminary to any final action. If the communication covers purely
factual materials, or if the public interest in frank communication outweighs the public
interest of disclosure then the records are exempt from disclosure.

2. Personal Privacy Exemption — Information, which would constitute an unreasonable invasion
of privacy if publicly disclosed. Unless the public interest by clear and convincing evidence
requires disclosure in the particular instance.

3. Public Employee Addresses and Telephone Numbers — Addresses, telephone numbers and
dates of birth contained in personnel records maintained by employer or recipient of
volunteer services. Does not apply to employees or volunteers if they are elected officials or
that public interest requires disclosure in a particular instance.

4. Confidential Disclosures by Citizens

In order for records submitted by a citizen of the district in confidence to be exempt, they
must meet the following tests:
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10.

11.

12.

13.

14.

15.

e The information must be submitted voluntarily.

e The district must prove that the information is of a nature that it should be kept
confidential.

e The district must show that it has obligated itself in good faith not to disclose the
information.

e Disclosure must cause harm to the public interest.
e The person must have submitted the information in confidence.

Corrections and Parole Board Records — Information or records from the Department of
Corrections which if made available to the public would interfere with the rehabilitation of a
person in custody.

Lending Institution Records — Records, reports and other information received or compiled
by the Department of Consumer and Business Services to the extent that interests of lending
institutions, their officers, employees and customers in preserving the confidentiality of such
information outweighs the public interest in disclosure.

Presentence and Probation Records — Presentence and probation reports filed with court
order.

Federal Law Exemption — Any public records or information the disclosure of which is
prohibited by federal law. For example, public assistance and unemployment insurance
records, and certain student records.

Other Oregon Statutes Establishing Specific Exemptions — Any public records or information
the disclosure of which is prohibited, restricted, or otherwise made confidential or privileged
under Oregon law.

Transferred Records — Public records or information furnished by a public body to any other
public officer or public body in connection with performance of the duties of the recipient.

Security Programs for Transportation of Radioactive Materials — Records of the Energy
Facility Siting Council concerning the review or approval of security programs pursuant to
siting of nuclear power plants.

PERS Nonfinancial Information about Members — Employee and retiree address, telephone
number and other nonfinacial membership records and employee financial records
maintained by the Public Employees Retirement System.

Public Investment Records — Confidential records provided to the State Treasurer or Oregon
Investment Council by private businesses or individuals related to proposed public
investments.

Public Employee Retirement Fund and Industrial Accident Fund Monthly Reports — The
monthly reports prepared and submitted concerning the Public Employee Retirement Fund
and Industrial Accident Fund may be exempt from disclosure for a period of up to 90 days
after the end of the calendar quarter.

Abandoned Property Reports — Reports of abandoned property filed by the property holder.
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16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

Economic Development Information — Information submitted to the Oregon Economic
Development Department, including personal financial statements, financial statements of
applicants, customer lists, information of an applicant pertaining to litigation, production and
sales data, or marketing strategy information.

Transient Lodging Tax Records — Records, reports or returns submitted by private concerns
or enterprises required by law to be submitted to or inspected by a governmental body to
allow it to determine the amount of any transient lodging tax payable and the amounts of such
tax payable or paid.

Information for Obtaining Court-Appointed Counsel — All information supplied by a person
for the purpose of requesting court-appointed counsel.

Workers’ Compensation Claim Records — Workers’ compensation claims records that can be
used to discriminate unlawfully against persons previously injured on the job who has filed a
workers’ compensation claims.

OHSU Sensitive Business Records — Records of financial or commercial information of the
Oregon Health Sciences University that is not customarily provided to business competitors.

OHSU Candidates for University President — Records of the Oregon Health Sciences
University regarding candidates for the position of university president.

Library Records - The records of a library, including circulation records, showing use of
specific library material by a named person or consisting of the name of a library patron
together with the address or telephone number, or both, of the patron.

Housing and Community Services Department Records — Records, communications and
information submitted by applicants for and recipients of loans, grants and tax credits:
Personal and corporate financial statements and information, including tax returns.
Credit reports.

Project appraisals.

Market studies and analyses.

Articles of incorporation, partnership agreements and operating agreements.
Commitment letters.

Project pro forma statements.

Project cost certifications and cost data.

Audits.

Project tenant correspondence requested to be confidential.

Tenant files relating to certification.

Housing assistance payment requests.

Forestland Geographic Information System — Raster geographical information system (GIS)
digital databases provided voluntarily and in confidence to the State Forestry Department.

Electricity Competition - Sensitive business, commercial or financial information furnished
to or developed by a public body engaged in the business of providing electricity or
electricity services, if the information is directly related to a transaction and disclosure of the
information would cause a competitive disadvantage for the public body or its retail
electricity customers.

Klamath Cogeneration - Sensitive business, commercial or financial information furnished to
or developed by the City of Klamath Falls, acting solely in connection with the ownership
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28.

29,

and operation of the Klamath Cogeneration Project, if the information is directly related to a
transaction and disclosure of the information would cause a competitive disadvantage for the
Klamath Cogeneration Project.

Mass Transit Mapping - A record of the street and number of an employee's address
submitted to a special district to obtain assistance in promoting an alternative to single
occupant motor vehicle transportation.

Public Utility Districts - Personally identifiable information about customers of a municipal
electric utility or a people's utility district.

Pesticide Applications - Pesticide sales or use reporting data obtained by the State
Department of Agriculture, with certain exceptions, that would reveal the identity or specific
location of the owner or lessee of a specific property where a pesticide has been applied for a
private agriculture or forestry production operation, or other nonpublic facility on private

property.

Other Public Record Exemption Rules

After 25 years, exempt records lose their exemption and may be available to the public.

Records may be exempt for up to 75 years if they contain information about the physical or
mental health, or psychiatric care or treatment of a living individual.

Records less than 75 years old which are sealed by statue or by a court order are exempt
unless a court orders disclosure.

Records of a person who is or has been in custody or under supervision of a state agency,
court or local government are exempt from disclosure for 25 years following termination of
the custody to the extent that disclosure would interfere with rehabilitation of the person.
The public interest in confidentiality may outweigh the exemption.

éjﬁ/paffam /Zc 0 /c j - W\Z /ZA,/QM éc-.}f






