
 

Public Records Requests – Public Records Act Compliant 
 

I. Public Records  

A. Public Records Defined  

Yu Ming Charter School (the “School”) provides the public with access to its public records in accordance                 

with legal requirements. Public records are those writings containing information relating to the conduct              

of the School’s business that are prepared, owned, used or retained by the School regardless of physical                 

form or characteristics. Certain public records, however, are exempt from disclosure by express             

provision of law. These records will not be provided to the public. The School may not deny disclosure of                   

records based on the purpose for which the record is being requested.  

B. Records Exempt from Disclosure  

Public access shall not be given to records listed as exempt from public disclosure in the California Public 

Records Act or other applicable statutes. 

II. Process for Requesting Public Records  

A. Requests for Public Records  

Any person wishing to inspect the School’s public records shall make the request to the prinicipal. While                 

a request need not be in writing, if the request is verbal, the requestor will be asked to reduce the                    

request to writing so there is a written record of the records being requested. If the requestor chooses                  

not to reduce the request to writing, the prinicipal or designee shall reduce the request to writing and                  

confirm the request with the requestor. The request must reasonably describe an identifiable public              

record(s), must be specific and focused and indicate the name and mailing address of the requestor.  

To the extent reasonable under the circumstances, the School will assist the requester to make a 

focused and effective request by:  

● Assisting the member of the public to identify records and information that are responsive to 

the request or to the purpose of the request, if stated.  

● Describing the information technology and physical location in which the records exist.  

● Providing suggestions for overcoming any practical basis for denying access to the records or 

information sought.  

If the School is unable to identify the requested information after making a reasonable effort to elicit                 

additional clarifying information from the requester that will help identify the record(s), the School will               

not provide further assistance to the requester.  

B. Response to Public Records Request  
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The prinicipal will, within 10 days  ​of receipt of the request, provide a written response to the requester 
1

of public records. The written response shall contain the following information:  

● Notice informing the requester whether the request, in whole or in part, seeks copies of               

disclosable public records in the possession of the School and the reasons for the determination.  

● The estimated date and time when the records will be made available.  

The School may charge for copies of public records. The charge, based on the direct cost of duplication,                  

has been set by the Board of Directors at 10 cents per page. The direct cost of duplication includes the                    

pro rata expense of the copying equipment used and the pro rata expense in terms of staff time                  

required to produce the copy. It does not include the cost of locating, retrieving, or inspecting records.                 

Requests to waive associated fees related to the direct cost of duplication shall be submitted to the                 

prinicipals’ Office. 

If the requester seeks copies in electronic format, the School may charge the requester the direct cost of                  

producing a copy of the record in that format. If, in order to comply with these requirements relating to                   

electronic formatted records described below, the School is required to produce a copy of an electronic                

record and the record is one that is produced only at otherwise regularly scheduled intervals or the                 

request would require data compilation, extraction or programming to produce the record, the School              

may charge the requester the cost to construct a record, the cost of programming and computer                

services necessary to produce the record.  

Provisions of the California Public Records Act (Government Code Section 6250 et seq.) shall not be                

construed so as to delay access for purposes of inspecting or receiving copies of records open to the                  

public. Any notification denying a request for public records shall state the name and title of each                 

person responsible for the denial. 

III. Records Inspections or Copies  

A. Time and Place of Inspection:​ ​A person who has made a public records request may inspect the 

records after the date and time identified in the response to the request. Generally, records 

inspections may take place at 1086 Alcatraz Ave./675 41st St during office hours of the School, 

which are 8:00 am to 4:00 pm Monday-Friday.  

1 In unusual circumstances, the 10 day time limit may be extended by written notice by the prinicipal to the person making the request, setting 
forth the reasons for the extension and the date on which a determination is expected to be dispatched. In no event will the extension exceed 
14 days. As used in this policy, “unusual circumstances” means the following, but only to the extent reasonably necessary to the proper 
processing of the particular request: 1) The need to search for and collect the records from field facilities or other establishments that are 
separate from the office processing the request; 2) The need to search for, collect, and appropriately examine a voluminous amount of separate 
and distinct records that are demanded in a single request; 3) The need for consultation, which shall be conducted with all practicable speed, 
with another agency having substantial interest in the determination of the request or among two or more components of the School having 
substantial subject matter interest therein; or 4) The need to compile data, to write programming language or a computer program, or to 
construct a computer report to extract data  
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B. Electronic Formatted Records​:​ ​If the School has information that constitutes an identifiable 

public record not exempt from disclosure that is in an electronic format, and it has been 

requested in an electronic format, the School will make that information available in an 

electronic format. The School will make the information available for inspection in any electronic 

format in which it holds the information. If the requested format is one that the School uses to 

create copies for its own use or for provision to other agencies, the School will provide a copy of 

the electronic record. The School will not, however, provide electronic records in the electronic 

form in which it is held by the School if its release jeopardizes or compromises the security or 

integrity of the original record or of any proprietary software in which it is maintained.  

If the School no longer has the record in electronic format, the School will not reconstruct the 

record in electronic format. 

C. Partial Disclosure​:​ ​If the requested records may only partially be disclosed because some are 

exempt from disclosure, the reasonably segregable portion of the record(s) will be made 

available for inspection.  

_____________________________________________________________________________________________ 
YU MING CHARTER SCHOOL    PAGE 3 OF 3 
B​OARD ​G​OVERNANCE ​P​OLICY ​–P​UBLIC ​R​ECORDS ​R​EQUESTS ​– P​UBLIC ​R​ECORDS ​A​CT ​C​OMPLIANT  

 
Board Policy #: 2019-2 
Adopted/Ratified:  May 16, 2019 
Revision Date: May 16, 2019 


