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REGULATIONS:
PROCEDURE FOR INSPECTING or REQUESTING COPIES OF DOCUMENTS

Date of Adoption: November 19, 2002

All records which are required by law to be made, maintained or kept on file by the
Board shall be defined as public records. The procedure for any members of the public
to inspect or purchase copies of public records is outlined below:

1. The individual shall request a copy of the form entitled “Request to Inspect or
Request a Copy of Public Records” from the office of the Business Administrator.

2. The individual shall complete the information requested on the form and leave it
with a staff member for review by the custodian of records.

3. The Custodian of Records shall acknowledge receipt of the request and arrange
with the individual for a mutually convenient time to inspect or pickup copies of
the records requested. No records will ever be taken from the Board of
Education offices for the purpose of inspection or making copies.

4. Under no circumstances will records be available for inspection or copies made
without a properly completed and approved request form.

5. Upon receipt of requested copies of records, the individual shall pay the
following fees:

• 1st page to 10th page 75¢ per page
• 11th page to 20th page 50¢ per page
• All pages over 20 20¢ per page

Transcript Fees:

• Records to be faxed $2.00 first page, 50¢ each additional page

• College Applications:
Seniors (4 copies free) 5th+ $2.00
All prior grades $2.00

• Scholarship Transcripts:
Local – picked up 50¢
Mailed $1.00
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Copy of Health Records:
Picked up 50¢
Mailed $1.00

Scotch Plains-Fanwood Public Schools

Legal References:
Open Public Records Act, PL 2001
NJSA 47-1A-1.1

Supersedes policy dated July 23, 1992.


