
 9410: Managing Access to Public Records 

The Exeter-West Greenwich School Committee provides public access to records of all 

district operations in compliance with the state’s public records laws (Chapter 38-2 Access to 

Public Records).    

I. Proclamation 

The school committee herein directs the superintendent to administer access to the school 

district’s public records in accordance with this policy. 

II. Scope 

This policy defines public records; assigns responsibility for maintenance of the records; 

establishes procedures for public members to gain access; sets forth the duties of the custodian of 

records when a request for access is received; defines the process to be followed when access is 

denied; and requires annual reporting to the attorney general.     

III. Definitions 

In the context of this policy, public records mean all documents that are made or received 

pursuant to state law and all other documents related to the business operations of the school 

district.  Such records, whether on paper, electronically stored or in any other physical form shall 

be maintained; and, except for the records deemed non-public by 38-2-2 (4), accessible to the 

public (38-2-3 (a)).    

IV. Custodian of Records 

The superintendent shall have overall responsibility for administration of public records, he 

or she may serve as custodian or may delegate this task (38-1-9); however, the superintendent 

shall write or approve all letters addressed to persons requesting access in which access is 

delayed or denied.   

V. Process for Acquiring Access to Records 

Persons seeking access to public records must make a written, signed request to the Office 

of the Superintendent 940 Nooseneck Hill Road West Greenwich, RI 02817 stating specifically 

which records are sought for inspection and/or copying.  A written request shall not be required 

for preprinted materials intended for public dissemination (38-2-3 (d) and 42-35-2 (3) and (4)). 

This category includes school committee polices and any other rules or statements of policy, 

meeting agendas and budget workshop documents.  

VI. Custodian’s Responsibilities 

The custodian shall within ten business days of receiving a request for access either permit 

or deny the request; provided however, the custodian may, for good cause, extend the period for 

permitting or denying a request to thirty days (38-2-3 (e)).   

The custodian shall designate the time and place at which records may be inspected or 

copied.  Records shall be available only during business hours and shall not be removed from the 

superintendent’s office.   

  To provide public guidance on how to request access to records, the custodian shall have 

this policy readily available to the public on request, and posted on the school district website 

(38-2-3 (d)). 

The custodian shall provide the records in any media that the person making the request may 

specify, including printout or other format of electronically maintained records; provided 

however, that such media is currently used in the school district, and there is no requirement to 

reorganize, consolidate or compile data to satisfy the request (38-2-7 (g) and (h) and 38-2-3 (k)).  



Upon receipt of a request for copied records, the custodian shall inform the person making 

the request that there are charges he or she must pay for copying stored records.  (Section 38-2-4 

of the law authorizes reasonable charges for search, retrieval and copying of stored records.)  

The custodian shall provide a cost estimate to produce the records; require payment of the cost 

estimate in advance of producing the records; require payment of any costs that exceed the cost 

estimate before delivering the reproduced records; and conversely refund any over payment.    

There shall be no charge for a single copy of preprinted materials. 

VI. Procedure for Delay and/or Denial of Access 

The custodian shall ensure that all notifications of denial or delay of access are provided to 

the person making the request within ten days; and that in compliance with 38-2-3 (e), the cause 

for denial or delay is explained including the date that access to the requested records will be 

available.  When a request is denied due to the record(s) not being in the public domain per 38-2-

2 (4), the custodian shall offer the records with the restricted information removed (38-2-3 (b)).  

To confirm the custodian’s actions taken and the date of notification of delay or denial of access, 

the custodian shall notify the person making the request via US Postal Service, Registered Mail.  

VII. Right to Appeal Denial of Access 

Any person denied access to public records may petition the superintendent for a review of 

the decision to deny (28-2-8(a)).  The superintendent shall give the petition full consideration 

and shall make a decision whether or not to allow access within ten days from the date that the 

review petition was received.  If the person is not satisfied with the superintendent’s decision, a 

complaint may be filed with the attorney general (38-2-8-(b)). 

VIII. Annual Report to Attorney General  

In accordance with 38-2-3.16 not later than January 1 annually, the superintendent shall 

report to the attorney general that all school district personnel who have authority to grant access 

to public records have undergone training regarding the open records law. 

IX. Applicable State Laws, as Amended 

38-2-1 Purpose. 

38-2-2 Definitions. 

38-2-3 Right to inspect and copy records—Duty to maintain minutes of meetings—Procedure for 

access.  

38-2-4 Cost 

38-2-7 Denial of access. 

38-2-8 Administrative appeals. 

42-35-2 Public information—Adoption of rules—Availability of rules and orders. 

X. Dissemination 

This policy shall be disseminated to all policy book holders. 

XI. Effective Date 

This policy shall become effective on the date that the school committee approves the 

revision. 
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