Public Access Procedures for Government Data 

City of Sandstone
Updated 07/29/11
This document is required by Minnesota Statutes, section 13.03, subdivision 2(b).

Right to Access Public Data

The Data Practices Act (Minnesota Statutes, Chapter 13) presumes that all government data are public unless a state or federal law says the data are not public.  Government data is a term that means all recorded information a government entity has, including paper, email, CD-ROMs, photographs, etc.

The Data Practices Act also provides that City of Sandstone must keep all government data in a way that makes it easy for you, as a member of the public, to access public data.  You have the right to look at (inspect), free of charge, all public data that we keep.  You also have the right to get copies of public data.  The Data Practices Act allows us to charge for copies.  You have the right to look at data, free of charge, before deciding to request copies.  
Right to Access Data about You 
The Data Practices Act (Minnesota Statutes, Chapter 13) says that data subjects have certain rights related to a government entity collecting, creating, and keeping government data about them.  You are the subject of data when you can be identified from the data. Data about you are classified by state law as public, private, or confidential.  

Public data: We must give public data to anyone who asks; it does not matter who is asking for the data or why.  

Private data: We cannot give private data to the general public, but you have access when the data are about you.    

Confidential data: Confidential data have the most protection.  Neither the public nor you can get access even when the confidential data are about you.  

You have the right to look at (inspect), free of charge, public and private data that we keep about you.  You also have the right to get copies of public and private data about you.  The Data Practices Act allows us to charge for copies.  You have the right to look at data, free of charge, before deciding to request copies.  

As a parent, you have the right to look at and get copies of public and private data about your minor children (under the age of 18).  As a legally appointed guardian, you have the right to look at and get copies of public and private data about an individual for whom you are appointed guardian. 

Minors have the right to ask the City of Sandstone not to give data about them to their parent or guardian.  If you are a minor, we will tell you that you have this right.  We may ask you to put your request in writing and to include the reasons that we should deny your parents access to the data.  We will make the final decision about your request based on your best interests.  
How to Make a Data Request
To look at data, or request copies of data that the City of Sandstone keeps about you, your minor children, or an individual for whom you have been appointed legal guardian, make a written request to the appropriate individual listed in the Data Practices Contacts document on page 3.
You may make your written request for data by mail, fax or email using the data request form on page 5.
If you choose not to use the data request form, your written request should include:

· that you are making a request for data under the Data Practices Act, Minnesota Statutes, Chapter 13;

· whether you would like to look at the data, get copies of the data, or both 

· a clear description of the data you would like to inspect or have copied; and
· if you/your minor children are the subject of the data, identifying information that proves you are the data subject, or data subject’s parent/guardian. Please see the Standards for Verifying Identity on page 6.
If you are requesting public data, the City of Sandstone cannot require you to identify yourself or explain the reason for your request.  However, depending on how you want us to process your request (if, for example, you want us to mail you copies of data), we may need some information about you.  If you choose not to give us any identifying information, we will provide you with contact information so you may check on the status of your request.  In addition, please keep in mind that if we do not understand your request and have no way to contact you, we will not be able to begin processing your request.  

How We Respond to a Data Request
Upon receiving your written request, we will work to process it. 
· If we do not have the data, we will notify you in writing as soon as reasonably possible or within 10 days if you are the subject of the data  

· If we have the data, but you are not allowed access to the data, we will notify you in writing as soon as reasonably possible (or 10 days if you are the subject of the data) and state which specific law says the data are not public. See page 7 for list of City documents containing private/confidential data.  

· If we have the data, and you are allowed access to the data, we will respond within the set period of time by doing one of the following:

· arrange a date, time, and place to inspect data, for free, if your request is to look at the data, or

· provide you with copies of the data as soon as reasonably possible (or 10 days if you are the subject of the data.)  You may choose to pick up your copies, or we will mail or fax them to you.  If you want us to send you the copies, you will need to provide us with an address or fax number.  We will provide electronic copies (such as email or CD-ROM) upon request if we keep the data in electronic format.  

· Information about copy charges is on page 3. 

· Under certain circumstances you must prepay for the copies 

If you do not understand some of the data (technical terminology, abbreviations, or acronyms), please let us know.  We will give you an explanation if you ask.  

The Data Practices Act does not require us to create or collect new data in response to a data request if we do not already have the data, or to provide data in a specific form or arrangement if we do not keep the data in that form or arrangement.  (For example, if the data you request are on paper only, we are not required to create electronic documents to respond to your request.)  If we agree to create data in response to your request, we will work with you on the details of your request, including cost and response time. 

In addition, the Data Practices Act does not require us to answer questions that are not requests for data.
Requests for Summary Data

Summary data are statistical records or reports that are prepared by removing all identifiers from private or confidential data on individuals.  The preparation of summary data is not a means to gain access to private or confidential data. The City of Sandstone will prepare summary data if you make your request in writing and pre-pay for the cost of creating the data.  Upon receiving your written request – you may use the data request form on page 5 – we will respond within ten business days with the data or details of when the data will be ready and how much we will charge.  
Data Practices Contacts
CITY OF SANDSTONE

Responsible Authority 

· Responsible for the collection, use and dissemination of government data

Name: 
Sam Griffith, City Administrator

Address: 
119 4th St    PO Box 641


Sandstone, MN 55072

Phone:
320-245-5241
Fax:
320-245-5502
Email:
samg@sandstonemn.com

Data Practices Designee(s)

·  In charge of individual files or systems containing government data 
Name:
Sam Griffith, City Administrator
Files responsible for:
Address:
119 4th St    PO Box 641
Administration

Sandstone, MN 55072
Financial/Accounting
Phone:
320-245-5241         Fax     320-245-5502
Permits/Licenses


Personnel
Name:
Alana Tyson, Deputy Clerk
Files responsible for:
Address:
119 4th St   PO Box 641
Administration

Sandstone, MN 55072
Permits/Licenses

Phone:
320-245-5241
Fax
320-245-5502

Name:
Leaha Jackson, Utility Billing Clerk
Files responsible for:
Address:
119 4th St   PO Box 641
Payroll

Sandstone, MN 55072
Utilities

Phone:
320-245-5241
Fax
320-245-5502
Data Practices Compliance Official

· Responds to questions/concerns regarding problems in obtaining access to data or other data-practices problems

Name:
Sam Griffith, City Administrator

Address:
119 4th St    PO Box 641


Sandstone, MN 55072

Phone:
320-245-5241
Fax
320-245-5502
Email:
samg@sandstonemn.com
Copy Costs
Members of the Public

The City of Sandstone charges members of the public for copies of government data.  These charges are authorized under Minnesota Statutes, section 13.03, subdivision 3(c).  

You must pay for the copies before we will give them to you.

We do not charge for copies if the cost is less than $2.00
For 100 or Fewer Paper Copies – 25 Cents Per Page

100 or fewer pages of black and white, letter or legal size paper copies cost 25¢ for a one-sided copy, or 50¢ for a two-sided copy.

Most Other Types of Copies – Actual Cost

The charge for most other types of copies, when a charge is not set by statute or rule, is the actual cost of searching for and retrieving the data, and making the copies or electronically transmitting the data (e.g. sending the data by email).

In determining the actual cost of making copies, we factor in employee time, the cost of the materials onto which we are copying the data (paper, CD, DVD, etc.), and mailing costs (if any).  If your request is for copies of data that we cannot reproduce ourselves, such as photographs, we will charge you the actual cost we must pay an outside vendor for the copies.  

The cost of employee time to search for data, retrieve data, and make copies is $10.15 per hour.  If, because of the subject matter of your request, we find it necessary for a higher-paid employee to search for and retrieve the data, we will calculate the search and retrieval portion of the copy charge at the higher salary/wage.

Data Subjects
The City of Sandstone charges data subjects for copies of government data.  These charges are authorized under section 13.04, subdivision 3.  

You must pay for the copies before we will give them to you.

We do not charge for copies if the cost is less than $2.00
The City may require the requester to pay the actual cost of making, certifying and compiling the copies.
Actual Cost of Making the Copies 

In determining the actual cost of making copies, we factor in employee time, the cost of the materials onto which we are copying the data (paper, CD, DVD, etc.), and mailing costs (if any).  If your request is for copies of data that we cannot reproduce ourselves, such as photographs, we will charge you the actual cost we must pay an outside vendor for the copies. 

The cost of employee time to make copies is $10.15 per hour.

DATA REQUEST FORM

CITY OF SANDSTONE

As a member of the public, in accordance with the Minnesota Government Data Practices Act, I am requesting access to data in the following way:

Note:  inspection is free but we charge for copies when the cost is over $2.00.
( Inspection


( Copies


( Both inspection and copies

	Description of the data requested (use back side if more space required):

	

	

	

	

	

	


The following information is required only for private data or if you want info mailed to you:

	Requester Name:
	Phone Number:

	Street Address:
	Email:

	City, State, Zip Code:
	Signature:



OFFICE USE ONLY
	Processed by:
	Date request received:

	Information Classified as:

( Public                   ( Nonpublic
( Private                 ( Protected Nonpublic
( Confidential
	Action:

( Approved

( Approved in Part (explain below)

( Denied (explain below)

	Remarks or Basis for Denial Including Statute Section:



	Photocopying Charges:

( None

( ​​______ Pages X ________ = _________

( Special Rate (attach explanation)


	Identity Verified for Private Information

( Identification: Driver’s License, State ID, etc

( Comparison with Signature on File

( Personal Knowledge

( Other: ______________________________

	Authorized Signature:
	Date:


Standards for Verifying Identity

City of Sandstone

The following constitute proof of identity.  

· An adult individual must provide a valid photo ID, such as

· a state driver’s license

· a military ID

· a passport

· a Minnesota ID 

· a Minnesota tribal ID 

· A minor individual must provide a valid photo ID, such as

· a state driver’s license

· a military ID

· a passport

· a Minnesota ID

· a Minnesota Tribal ID

· a Minnesota school ID

· The parent or guardian of a minor must provide a valid photo ID and either
· a certified copy of the minor’s birth certificate or
· a certified copy of documents that establish the parent or guardian’s relationship to the child, such as

· a court order relating to divorce, separation, custody, foster care

· a foster care contract

· an affidavit of parentage

· The legal guardian for an individual must provide a valid photo ID and a certified copy of appropriate documentation of formal or informal appointment as guardian, such as
· court order(s) 

· valid power of attorney

Note:  Individuals who do not exercise their data practices rights in person must provide either notarized or certified copies of the documents that are required or an affidavit of ID.

Files relating to non-public data maintained by the City of Sandstone
	TYPE OF DATA
	FORMS USED CONTAINING DATA
	CITY CONTACT
	MN STATUTE/ FEDERAL LAW

	Applicant Data
	Job application1
	Sam Griffith
	MN Stat 13.43

	Personnel Data
	Job application1, Deferred Comp forms, I-9, W-4, Health Care Savings Plan forms, PERA forms, Union forms
	Leaha Jackson
	MN Stat 13.43

	PERA Data
	PERA forms
	Leaha Jackson
	MN Stat 13.63

	Electronic Payments, Bank Account Numbers
	Direct Deposit Authorization, Automatic Payment Authorization
	Leaha Jackson
	MN Stat 13.43, 13.6401, 13.37

	Social Security Numbers
	Deferred Comp forms, I-9, W-4, Health Care Savings Plan forms, PERA forms, Union forms, Liquor License forms, Unemployment forms, W-9, Background check forms, First Report of Injury forms, Workers Compensation statements
	Sam Griffith
	MN Stat 13.355

	Employment Physical Data
	Medical physical forms
	Sam Griffith
	MN 13.384

	Drug/Alcohol Test Results
	Drug/Alcohol test forms
	Sam Griffith
	MN Stat 181.954

	Criminal History Data
	Background check forms
	Sam Griffith
	MN Stat 13.87

	Medical Leave Data
	Medical leave forms
	Sam Griffith
	MN Stat 13.384

	Workers Compensation Data
	First Report of Injury forms
	Sam Griffith
	MN Stat 13.714, 13.384

	Labor Relations Information
	Administrator budget worksheets
	Sam Griffith
	MN Stat 13.37

	Elected Officials Correspondence
	Correspondence between individuals and officials2
	Sam Griffith
	MN Stat 13.601

	City Attorney Records
	Select attorney documents
	Sam Griffith
	MN Stat 13.393

	Civil Investigative Data
	Civil investigation forms3
	Sam Griffith
	MN Stat 13.39

	Law Enforcement Data
	Police Report
	Sam Griffith
	MN Stat 13.82

	Security Information
	Vulnerability Assessment
	Sam Griffith
	MN Stat 13.37

	Auditing Data
	Preliminary audit data, notes and drafts4
	Sam Griffith
	MN Stat 13.392

	Election Voter Data
	Absentee Ballots5
	Sam Griffith
	MN Stat 13.37

	Bid Information
	Bid forms6
	Sam Griffith
	MN Stat 13.37, 13.591

	Proposals
	Data submitted in response to a Request for Proposal7
	Sam Griffith
	MN Stat 13.591

	Trade Secret Information
	Business subsidy forms8, CED loan forms8, Tax abatement forms8, Tax increment forms8
	Sam Griffith
	MN Stat 13.37

	Business Data
	Bid forms6, Business subsidy forms8, CED loan forms8, Tax abatement forms8, Tax increment forms8
	Sam Griffith
	MN Stat 13.591

	HRA Data
	Financial reports from City-owned housing units
	Sam Griffith
	MN Stat 13.462, 13.54, 13.59

	Appraisal Data
	Appraisal forms9
	Sam Griffith
	MN Stat 13.44

	Assessor’s Data
	Tax abatement forms8, Tax increment forms8, Financial reports from City-owned housing units
	Sam Griffith
	MN Stat 13.51, 375.192, 272.115, 273.124

	Drivers License/ID Data
	Drivers License/ID Application
	Alana Tyson
	18 USC § 2721(a)(1)

	Property Complaint Data
	General Complaint form
	Alana Tyson
	MN Stat 13.44



1Select data becomes public once applicant is a finalist for the position. Reference MN Stat 13.43, Subd 3

2Correspondence may be made public by either the sender or the recipient. Reference MN Stat 13.601, Subd 2

3The court may order that all or part of the data be released to the public or to the person bringing the action. Ref. MN Stat 13.39, Subd 2a

4Data becomes public once the final report has been published. Reference MN Stat 13.392, Subd 1

5Data is nonpublic prior to ballots being opened by an election judge. Reference MN Stat 13.37, Subd 2

6Select data becomes public once bids are opened. Reference MN Stat 13.591, Subd 3(a)

7Select data becomes public once responses are opened. Reference MN Stat 13.591, Subd 3(b)

8Select data becomes public once the business receives the benefit from the city. Reference MN Stat 13.591, Subd 2

9Select data becomes public once the negotiating parties enter into an agreement for the purchase and sale of the property. Reference MN Stat 13.44, Subd 3
1

