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GENERAL POLICY
1.
It is the policy and objective of the New Mexico School for the Blind & Visually Impaired 
(hereinafter "NMSBVI") to make the public records of NMSBVI, upon request, available to 
the public.  For such purpose the Board of Regents adopts the following resolution as a 
procedure for making such public records accessible to those persons requesting such 
documents.


STATE ACT:  

Inspection of Public Records Act, Sec. 14-2-1, et seq., NMSA 1978 Comp. as 
amended, is incorporated herein by reference.


CUSTODIAN:  

The Board of Regents hereby designates the Superintendent or his/her designee as 
custodian of public records for purposes of this resolution.  The custodian shall receive 
and respond to each request to inspect public records, provide proper and reasonable 
opportunities to inspect public records, and provide reasonable facilities to make or 
furnish 
copies of the public records during usual business hours of 
NMSBVI. 

PROCEDURES FOR REQUESTING RECORDS
1.
For proper processing, each request for inspecting public records should be submitted in writing to one of the custodians.

2.
Such written request shall contain the name, address, and telephone number of the requesting person.  Such written request shall specify the public record or records requested and shall further state whether same is for viewing only or whether copies are being requested.  In addition, should the individual require additional aides or services for viewing or securing hard copies of such requested material, same shall be set forth in the written request.  

3.
Custodian receiving a written request shall permit the inspection immediately or as soon as is practicable under the circumstances, but not later than 30 business days after receiving the written request.  If the inspection is not permitted within three business days, the custodian shall explain in writing when the records will be available for inspection or when NMSBVI will respond to the request.  Such three day period shall begin upon the date the written request is delivered to the office of the custodian.  

4.
Such request and the processing of same shall be performed during normal business hours of NMSBVI.

5.
Should a written request be submitted to someone other than the custodian having possession of or responsibility for the public records requested, such person receiving the request shall promptly forward the request to the custodian of the requested records, if known to the person receiving the written request, or to the Superintendent, and notify the requestor that same is being forwarded to the custodian.  Further, the person receiving such written request shall respond to the requestor any reason for the absence of the records from that person's custody or control, the location of the records, and the name and address of the custodian.  Such response shall be in writing.

PROCEDURE FOR INSPECTION
1.
Upon receiving the written request, the custodian shall separate the exempt and nonexempt public records prior to inspection.  Exempt records are defined in Sec. 14-2-1, NMSA, 1978 Comp.

2.
If it is necessary to preserve the integrity of computer data or the confidentiality of exempt information contained in a database, a partial printout of data containing public records or information may be furnished in lieu of an entire database.

3.
If copies are requested by commercial interests such as attorneys or hospitals the custodian will charge up to one dollar ($1.00) per 
page.  Parents or other agencies or groups with missions similar to that of NMSBVI may be assessed a charge for duplication of a one-sided letter size (8-1/2" x 11"), 
legal size (8-1/2" x 14"), or oversize (11" x 17") document, capable of being reproduced on existing equipment, of twenty five cents ($.25) per copy.  Duplication of two-sided pages shall be fifteen cents ($.30) per copy. Postage or shipping charges may be added to the reproduction costs.
4.
Upon completion of the copying, the custodian shall furnish a receipt, if requested by the requesting party.

5.
In the event that the custodian questions either the release of records, or the appropriate charge to make for those records, the request will be forwarded to the Superintendent.  The Superintendent will decide if the request is appropriate and if charges are to be made.  

Procedure for Excessively Burdensome or Broad Requests

1.
Should the custodian determine that a written request is excessively burdensome or broad, 
the custodian shall be allowed an additional reasonable period of time in which to reply to 
the request.  Under these circumstances, the custodian shall provide written notification to 
the requester within fifteen days of receipt of the request that additional time will be needed 
to respond to the request.

DENIAL OF REQUEST
1.
If a written request has been denied, the custodian shall provide the requester with a written 
explanation of the denial.  The written denial shall:


a.
describe the records sought,



            
b.
set forth the names and titles or positions of each person responsible for the denial; and

             
c.
be delivered or mailed to the person requesting the records within fifteen business days after the request for inspection was received.
Equal Access
1.
The format for viewing of public records or copying of same as requested in the written 
notice, is:


a.
made available in the most integrated media which is available within the medias or services of NMSBVI appropriate to the needs of the requesting individual;


b.
effective for all seeking such service; and


c.
afforded equally to all individuals.  

ACTION

1.
It is the responsibility of all NMSBVI employees who are designated as custodians of public 
records to be familiar with the contents of Inspection of Public Records Act, Sec 14-2-1, et 
seq, NMSA 1978 Comp.  Particular attention is to be paid to III. Section 14-2-1, Right to 
Inspect Public Records;  Exceptions.
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