POLICY #5.39
SUBJECT: Records Access and !

Management :

|. PURPOSE

The purpose of this Policy is to provide policy related to Southern Ut
University Records access and managemen s uant to

Utah Government Records Access and Mandad ct (GRAMA od
63G-2-101, et seq.

Il. REFERENCES 0

ts and Privq t (FERPA)(20 U.S.C. §

niversity Archives and

Utah Code § vernment Records Access and Management

S
C th h University Po .58 University Email Policy
n Utah Universi olicy 11.3 Family Educational Rights and
O ivacy Act

lll. DEFINITIONS

A. Classification: "Classification," or "Classify," and their derivative
forms mean determining whether a Record series, Record, or
information within a Record is public, private, controlled, protected,
or exempt from disclosure under GRAMA.


https://www.suu.edu/53.html
https://www.suu.edu/53.html
https://www.suu.edu/58.html
https://www.suu.edu/11/03.html
https://www.suu.edu/11/03.html
https://le.utah.gov/xcode/Title63G/Chapter2/63G-2.html
https://le.utah.gov/xcode/Title63G/Chapter2/63G-2.html

. Controlled Record: Records that include medical, psychiatric, or
psychological information, or other information controlled by
GRAMA.

. Designation or Designate: The assigned Classificatio igning
a Classification.

. GRAMA: A comprehensive law dealing with management

Government Records. GRAMA states who has acc to ords and
how the law is enforced. It is an attempt to bala t ublic’s

constitutional rights of access to infor ion concerning public

business, the individual's constitutionalri to pfivacy wh he

government gathers personal data @ p ¢ policy inferest in
rth

allowing a government to restrict ¢ 0 certain Recor

public good.
. Private Record: A Record c ing data on indi
private as provided by Utah C Section 63G-2-

but is not limited to ords pertaining to

i sthatis
This'includes,

Officer and can be
ilitate individual’s online

tis Classified protected as
-305. Thisincludes, but is not limited to,

) 3, and information relating to research (unpublished
manuscripts; creative works in process; scholarly correspondence;
and confidential information contained in research proposals), and
Records that would jeopardize the life or safety of an individual.

. Public Record: A Record that is not private, controlled, or protected
and that is not exempt from disclosure under GRAMA.



H. Record: A book, letter, document, paper, map, plan, photograph,
film, card, tape, recording, electronic data, or other documentary
material regardless of physical form or characteristics:

1. thatis prepared, owned, received, or retained by
University; and

2. where all of the information in the originalis reproducible
by photocopy or other mechanical or ele

3. apersonal note or personal communication pared or

received by an employee or offiger of the University:
a. inacapacity other than e oyee's or.
officer’'s governry ap y; or
b. thatisunrel

nduct of public’s
business;
Record does NOT include: 0

terial prepared for the
ared by the originator for

3 rial that is cataloged, indexed, or inventoried and
ained in the collections of a library open to the public,
g0ardless of physical form or characteristics of the
material;

9. acomputer program that is developed or purchased by
the University for its own use; or

10.any other exclusion found in Utah Code § 63G-2-103(22)b).



Records Officer: The University’s Director of Public Relations,
appointed by the University President, who works with state
archivesin the care, maintenance, scheduling, Designation
Classification of University Records. The Records Officer o
the receipt, scheduling, response, and if necessary, d
Records requests under GRAMA. The Records Offi
referred to as the GRAMA officer.

ay als

. Restricted or Exempt Records: Information f re are

legal requirements prohibiting or imposing finan€ial penalties for

unauthorized disclosure; e.g. FERPA edu€ation Records, or other
federal or state restrictions.

Sponsored Research: Research, t
activities as defined by the fe
President, Office of Manag
4. Conducted:

e Office e

S of higher
ion defined in Utah B-1-102; and

ugh an office r€sSponsible for sponsored
ts or progr@mspand
erwise supported by an external:
Created or controlled by the
e state system of higher

, or local governmental entity.

Records. Requests for access to Public Records shall be
made in writing to the Records Officer,
at openrecords@suu.edu or as otherwise set out on the

University website for Records requests. The written
request must include:


mailto:openrecords@suu.edu

a. The person's:

Name;

ii.  Mailing address;
iii.  Email address, if the person email
address and is willing t ept

communications by email related to the
person's Records reéquest; an

iv. Daytime telephone numkber, and
b. A description of thesRecotd(s)sequested what
identifies the R it e reaso le
specificity.
B. University Employee Recei
1. icer all written
ent to the

Records
below.

2. T
;

e
OIA). Any request for Records that is

hefRecord
cu
A
ty for Records that employees do not

eive routine requests for or provide (such as
ho provide student Records in certain

certain Records from the Registrar’s Office, Financial Aid
Office, etc., and those requests are governed by FERPA.
Employees may consult the Records Officer and/or the
Office of Legal Affairs with any questions about whether a
request is a GRAMA Records request and whether to
disclose a Record.



C. Response to Records Request by University Records Officer
1.

Time for Response: The Records Officer makes reasonable
efforts to respond within 10 business days of receipt of the

public rather than the requester or inter
However, if no decision is rendered duri
timeframes, the failure is equivalent t

providing access to or copies of Records, a
cO 0 the extent th q or
e more on deni ow). A

request. These timeframes maybe extended depending on
the circumstances.
. Possible Outcomes of Res response maliinci@de
[ r

does not
red the

e )fficer may charge a fee to
Records to cover the actual

icatimg or compiling the Records.
that this fee can include, but is not

opying, searching, retrieving, and
er direct administrative costs for complying
the request. (Utah Code § 63G-2-203.)

. Amounts: SUU’s fees are subject to change, and
the fee schedule is available on the SUU website
for GRAMA requests. The actual cost of any
storage media will be requested. All other
included fees will be charged at the lowest
applicable hourly rate at the time of the request,
except that the first quarter hour (.25) will be free
of charge.



c. Prepayment: If fees are expected to exceed S50
or the requestor has not paid prior fees, the
Records Officer may require the requestar to
prepay the fees based on an estimate.

d. Fee Waiver: Any requested fee wai
reviewed by the Records Office
Officer determines whether to
based on the following standardshi ordance
with GRAMA, but is based on't otality of the

circumstances and within the discretion of.the

he Record

Records Officer:

uests and the failure to prepay the fee when
equested also may result in the Records Officer
not producing the Records.

2 ailure to'Pay: The failure to pay a GRAMA fee can
& grounds for the denial of future GRAMA

D. Reason enying a Request for Access to Records: A Records
access request will typically be denied for the following reasons
(but the GRAMA statute provides additional reasons, which may
apply from time to time):

1. Itis exempted from the definition of Record, as described
above.



N

. Private Record: The requested Record is a Private Record
and the requestor is not the subject of the Record;

W

. Protected Record: The requested Record is a Prot
Record under GRAMA, unless the Record pertains to the
person who submitted the Record or has p
or a notarized release to receive the Recgrd, and can also
be received by court orders, and legislative subp@enas

(Utah Code § 63G-2-305).
. Controlled Record: The Recorddncludes ical,
psychiatric, or psychologicalinfo tiop?and specific
e other regéirements

requirements(such as a
set out in GRAMA) for dist are not met.

5~

er law: Thg Re is
fr disclosure.

ords
reation
niversity is

onse to affequest,

cord in a particular format,
or program not currently maintained;

Already Available: The Records requested already
blicly available;

time businesses who submit documents to SUU will make
claims of business confidentiality regarding these
Records. SUU will request that the entity submitting the
Record redact all claimed confidential information. Failure
to make redactions may result in release of the



information. SUU may not make redactions related to

claims of business confidentiality. Redactions are made by
the submitting entity and not SUU, and any challe
the scope of the redactions should not involve SUU as a
party. (Utah Code § 63G-2-309.)

E. Records Management: The Records Officer shall
monitor GRAMA requirements, and any relevant guidance from the
Utah Division of Archives and Record Services'in t ification,
Designation, and coordinate with relevant administrators on the
retention schedule and storage of SUU rds. See SUU Polic
5.53.

F. Appeals to the President for Denia
1. Arequester whow
Records shall app

e requester or
tion of the relief sought. The
t statement of facts,

ort of the appeal.

ate the duties of responding

pically be made within 10 business
the GRAMA appeal. The response may be
) business days after receipt of the
requester demonstrates that an expedited
efits the public rather than the requester or

d party. However, if no decision is rendered

g these timeframes, the failure is equivalent to a
degjsion affirming the access denial.
4. Appeals of “extraordinary circumstances” are governed by
the provisions of GRAMA.

5. The SUU President, or a Designee, may weigh privacy
concerns and interests against access interests and allow
access to specific Private or Protected Records if the


https://www.suu.edu/53.html
https://www.suu.edu/53.html

interests favoring access outweigh the interests favoring
restriction of access. (Utah Code § 63G-2-401(6).)

6. The University shall send written notice of the President’s
(or Designee’s) decision on appeal to all partici and

t
the notice shall include the components as ou tah
Code § 63G-2-401(7).

7. Challenges to an appeal decision from,theyPresident (or
Designee) may be made by appealtoN ecords
Committee or petition for judici@al review.

G. Requests from Individuals to Conteg or
Completeness of Personal Record dividual belie t
any Public, Private, or Protected U Record c rn
them isincorrect, then the ' ay contest the a or
completeness of the Recordibys€questing in wrigin att
governmental entity amend theyRecord. At the Un Si ose

requests may be m the Records Offic
V. RELEVA LINK &
N/A

VI. NS/RESP IBLE OFFICE

VII. POLICY ADOPTION AND AMENDMENT DATES
Date Approved: July 17, 1992

Amended: Auqust 12, 2021
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