
SANDUSKY COMMUNITY SCHOOLS 

Michigan Freedom of Information Act 

Procedures and Guidelines 

The Michigan Freedom ofinformation Act (FOIA), MCL 15.231-15.246, provides for public access 

to certain public records, permits the charging of prescribed fees and deposits, and provides remedies 

and penalties for non-compliance. A person has a right to inspect, copy, or receive copies of ce1iain 

requested public records. Some public records are permitted or required not to be disclosed. The 

Sandusky Community Schools (Schoo  I D i s t r i c t ) is a public body that must comply with the 

FOIA. The School District has established the following Procedures and Guidelines to implement the 

FOIA effective July 1, 2015. For purposes of these Procedures and Guidelines, terms have the same 

meaning as defined in the FOJA. A complete copy of the FOIA is available on the Michigan 

Legislature's website at www.legislature.mi.gov. 

These Procedures and Guidelines (which include a Public Summary and an Itemized Fee Form) are 

available on the School District's website at: www.Sandusky.kl2.mi.us. This link or a physical copy 

of these Procedures and Guidelines will be included in each of the School District's FOIA responses. 

Paper copies of these Procedures and Guidelines are available upon request by a visitor at the School 

District's Central Office, located at 191 Pine Tree La ne, Sandusky, Ml 48471. 

I. WRITTENPUBLIC SUMMARY

A. How to Submit Written Requests

A written request to inspect, copy, or review a public record should be submitted to the

School District's FOIA Coordinator.

• FOIA requests can be sent via U.S. Mail to:

FOIA Coordinator 

Kurt Dennis 

Superintendent 

Sandusky, Ml 48471 

• FOIA requests sent via email should be sent to: kdennis@sandusky.kl2.mi.us.

• FOIA requests sei1t via fax should be faxed to: 810-648-5113.

A request must describe the public record in sufficient detail to enable the School 

District to find the requested record. A sample Request Form is appended to these 

Procedures and Guidelines as Attachment A.

A person may subscribe to future issuances of public records created, issued, or 

disseminated by the School District on a regular basis, such as notices of school board
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meetings. A subscription is valid for up to 6 months and may be renewed by the 

subscriber. 

In lieu of paper copies, the requestor may stipulate that the School District provide non
exempt public records on non-paper physical media, electronically mailed, or otherwise 
electronically provided. The School District is not required to produce non-exempt public 
records on non-paper physical media if the School District lacks the technological capability 
necessary to provide the requested records on the particular non-paper physical media 
stipulated in the particular instance. The School District is not required to use non-paper 

physical media provided by the requestor and, to safeguard the School District's information 

technology infrastructure, shall not do so. 

A person may request a certified copy of a public record. 

B. Explanation of Written Responses

The School District will respond to a written request under the FOIA within 5 business days 
(excluding weekends and legal holidays) after the School District receives the written request, 
unless otherwise agreed to in writing by the requestor. The FOIA defines the date of receipt 
by the School District differently depending upon how the request was delivered to the 
School District ( e.g., hand-delivery, regular mail, e-mail, facsimile). 

The School District will respond to a request by doing one of the following: (a) granting the 
request; (b) issuing a written notice denying the request; (c) granting the request in part and 
issuing a written notice denying the request in part; or (d) issuing a notice extending for not 
more than IO business days the period during which the School District will respond to the 
request. The School District shall not issue more than 1 notice of extension for a particular 
request. 

If a requestor asks for information that is available on the School District's website, the 
School District will notify the requestor in its response where the records may be found on 
its website. Paper copies of public records available on the School District's website will be 
made available upon request, but a fee may be charged as explained in Section 11 and on the 
detailed fee itemization form. 

The School District will provide reasonable facilities for a requestor to inspect non-exempt 
public records. The facilities will be available during the School District's normal business 
hours. The FOIA Coordinator will establish rules regulating the manner in which records 

may be inspected to protect the School District's records from loss, alteration, mutilation, or 
destruction, or to prevent undue interference with the School District's normal operations. 

If a request is denied in whole or in part, the School District will include in the written 
notice of denial an explanation of the basis for the denial and, if applicable, a certificate that 
the public record does not exist under the name given by the requestor or by another name 
reasonably known to the School District. A sample Ce1iificate of Non-Existence of Public 

Record is appended as Attachment B. If a public record or information is separated and 
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IL PROCEDURES & GUIDELINES 

A. Requests

1. All "persons," except those persons incarcerated in state or local correctional facilities,

are entitled to submit a FOIA request to the School District. A "person" is defined for

purposes of the FOIA to mean "an individual, corporation, limited liability company,

partnership, firm, organization, association, governmental entity, or other legal entity."

2. A FOIA request is a written request to inspect, copy, or receive copies of a public record.
A request must describe the public record in sufficient detail to enable the School

District to find the requested record. The School District suggests that requestors use the

sample Request Form appended as Attachment A

3. FOIA requests must be in writing. If, however, a person makes an oral request for

information that is available on the School District's website, and if the employee to

whom the request is directed knows that the information is available on the School

District's website, that employee must inform the requesting person that the information
is available on the School District's website.

4. The School District's FOIA Coordinator is responsible to process requests to inspect,

copy, or receive copies of public records. FOIA requests should be sent to the School

District's FOIA Coordinator.

• FOIA requests can be sent via U.S. Mail to:

• 

FOIA Coordinator 

Kurt Dennis, Superintendent 

Sandusky Community Schools 

191 Pine Tree Lane 

Sandusky, Ml 48471 

FOIA requests sent via email should be sent to: kdennis@sandusky.kl2.mi.us . 

• FOIA requests sent via fax should be faxed to: 810-648-5113.

If an employee of the School District receives a written request to inspect, copy, or 

receive copies of a public record, the employee should promptly forward the 

request to the School District's FOIA Coordinator. A requestor is not required to 

use the School District's sample Request Form, or to include the word "FOIA" in 

the request. Therefore, all written requests to inspect, copy, or receive copies of 

records should be promptly forwarded to the FOIA Coordinator for review.

5. The FOIA Coordinator shall keep a copy of all written requests for public records

received by the School District on file for a period of at least one year.
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