BOROUGH OF WAYNESBORO
FRANKLIN COUNTY, PENNSYLVANIA

RESGLUTION NO. 2608 - _23

A RESOLUTION OF THE BOROUGH OF WAYNESBORO ESTABLISHING AN
ACCESS TO PUBLIC RECORDS POLICY IMPLEMENTING THE PENNSYLVANIA
RIGHT-TO-KNOW LAW,

WHEREAS, Pennsylvaniz’s Right-to-Know Law aliows municipalities 1o establish
writien policies to implement the Right-to-Know Law, and

WHEREAS, Borough Council by this Resolution adopts an Access to Public Records
Polioy to implement the Right-to-Know Law.

NOW THEREFORE, BE IT RESCLVED, by the Council for the Borough of
Waynesboro as follows:

Access to Public Records Policy

The parpose of this policy is to assure compliznce with the Permsylvania Right-
to-Know Law, 65 P.S. §67.101 et seq. to provide access fo public records of the Borough
of Waynesboro, o preserve the integrity of the Borough’s records, and to mimimize the
financial impact to the residents of the Borough of Waynesbere regarding the resources
utilized in the receipt and processing of public record requests and the retrieval and
copying of public records.

It is the policy of the Borough of Waynesboro to require the presence of a
Borough representative wher public records are examined and inspected and to charge &
reasonable fee for duplication of public records of the Borough of Waynesboro.
Waynesbore Borough Council designates the Borough Secretaryas the person 10 he
responsible for assuring comphiance with the Pennsylvania Right-to-Know Law,
accordance with the following guidelines:

L. Borough Council is responsible for minimizing, where possible, the
financial impact to the Borough of Waynesboro regarding the resources
wikized in the receipt and processing of public record requests and the
retrieval and copyig of public records.

2. All requests for public records of the Borough of Waynesboro under this
policy shall be specific in identifying and describing each public record
requested. In no case shall the Borough be required to create a public
record which does not exist or to compile, maintain, format or orgamize a
public record in a manner in which the Borough does not currently
compile, maintain, format or organize the public record. All requests for

public records shall be submitted in writing and on a form provided by the



a2

Borough as attached hereto entitled, “Waynesboro, Pennsylvania Standard
Right-To-Know Request Form™, or on 2 form provided by the State Office
of Open Records. The Borough also adopts the response forme attached
hereto: Waynesboro, Pennsylvania Ripht-To-Know Response Form, Re:
Granted Request; Waynesboro, Pennsylvania Right-Te-Know Response
Form, Re: Granted in Part/Denied m Part; and Wavnesboro, Penmsylvania
Right-Te-Know Response Forrm, Re: Denial of Reguest,

The Borough Secretary shall make a good faith effort to determine
whether each record requested is a public record.

The Borough shall facilitate a reasonable response o a request for the
Borough’s public records. In no case is the Borough expected o provide
extraordinary staff to respond to the request, but will respond in a manner
consistent with current administrative responsibilities and consistent with
the requirements of the Pennsylvania Right-te-Know Law.

The Borough Secretary shall respond to the reguester within five (5}
business days from the daie of receipt of the written request. If the
Borough Secretary does not respond withm five (5) business days of the
receipt thereof, the request 15 deemed denied.

The response provided by the Borough Secretary shall consist of (1)
approval for access to-the public record; (2) review of the request by the
Borough Secretary; or (3} denial of access to the record requested.

If aceess to the public record reguested is approved, the public record shall
be available for access during the regular business hours of the Borough.
The Borough Secretary shall cooperate fully with the requester, while alse
taking reasonable measures to protect the Borough's public records from
the possibility of theft and/or modification. The presence of a designated
Borough representative is required when public records are examined and
inspected,

Fees for duplication of public records shall be as follows:
2. Photocopying: 25 cents ($0.25) per page.

b. Duplication of public electronic and/or tape records: actual cost o
the Borough of duplicating the public record.

c. Certified coples: $1.00 per record plus notarization fee.

d. Postage; actual cost to the Borough of mailing the public record.
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e. The Borough may in its discretion waive faes.

In the event the estimated cost of fulfilling a request submitied tnder his
policy is expected to exceed $100.00, the Borough Secretary shall obtain
fifty percent (30%) of the expected cost in advance of fulfilling the request
to avoid unpwarranted expense of Borough resources.

If the request is being reviewsd, the notice provided by the Borough shali
be in writing and include the reason for the review and the expecied
response date, which shall be within thirty (30) days of the notice of
review. If the Borough doss not respond within thirty (305 days thereof,
the request is deemed denied. Review of the request is limited to
situations where:

m

The record requested contains information which is subject to
access, as well as information which is not subject to access that
must be redacted prior fo a grant of access. The redacted
mformation is considered a denia) as to that information;

b The record requires retrieval from a remote location;

c. A timely response cannot be accomplished due to staffing
Limitations;

d. A legal review is necessary to determine whether the record

equested 1s a public record;

v

The reguester has failed to comply with the Borough’s policy and
procedure requirements;

£ The requester refuses to pay the appiicable fees; or

The extent or naturs of the request precludes a response within five
days.

IS

I access to the record requested is etther partially or fully denied, the
notice provided by the Borough shall be in writing as indicated on the
appropriate forms attached hereto entitled, “Waynesboro, Pennsylvania
Right-To-Know Response Form, Re: Granted in Part/Denied in Part; and
Waynesbore, Pennsylvania Right-To-Know Response Form, Re: Denial of
Reguest ™.

' If the request is denied or deemed denied, the requester may file an appeal

with the State Office of Open Records within fifieen (15) business days of



.the mailmp date of the Borough s notice of denial, or within fifteen {15)
business days of 2 deemed denial. The appeal shall state the grounds upon
which the requester asserts that the record 15 2 public record and shall
address any grounds stated by the Right-o-Know Officer for denying the
requast.
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This policy shall be posted conspicuousiy as the Borough Office.

This policy shall take affect January 1, 2009,
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DULY ADOPTED, this > —_day of December, 2008 by the Council of the Borough
of Waynesboro in lawful session duly assembled.

ATTEST:

BOROUGH OF

/,
Lioyd R. Hemberger, 11
Borough Secretary

Craig NewZomer, President
Borough Counetl




CERTIFIC ATION

The undersigned hereby certifizs that she is the dulv appoimed Secretary of the
Borough of Waynesbore, Frankiin County, Permsylvaniz and thar the foregoing
Resolution was adopted by the Borough a1 its regularly scheduled meeting held on

lons e on oo R . 2008, which meeting was duly called and ar which time 2
quorum was prefent and acting throughout, and that said Resolution has not been revoked
or amended,
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{ ; 5
Lloyd R. Hamberger, IT
Borough Secretary




