How Does the CMGC Project Delivery Method Work?
The CMGC project delivery approach is all about teamwork from start to finish. Here’s how it works, step by step:
Phase 1. Pre-construction Phase
The process kicks off with the contractor joining the team early, unlike the traditional Design-Bid-Build method. The contractor works closely with the owner and designer to plan the project. They help estimate costs, set realistic timelines, and flag potential risks. This early collaboration sets the foundation for a smoother project by addressing issues before they escalate.
Phase 2. Design Assistance
As the project moves into the design phase, the contractor plays a critical role. They review the designs to ensure they’re practical, cost-effective, and buildable. Their feedback can lead to smart adjustments that save money and avoid construction headaches later. This step ensures the project aligns with both the budget and the owner’s goals.
Phase 3. Construction Phase
Once the design is finalized, the project flows seamlessly into construction. The same contractor who helped in the early stages takes charge of managing construction activities. This continuity avoids miscommunication and delays. The contractor oversees subcontractors, schedules, and quality control, ensuring the project is completed as planned.
The CMGC project delivery method brings everyone to the table early, creating a smooth path from concept to completion. This collaborative approach helps projects stay on time, on budget, and built right the first time.
Roles and Responsibilities in the CMGC Process
One of the reasons the CMGC project delivery works so well is the clear division of roles and responsibilities among all key players. Each stakeholder has a unique part to play, ensuring the project runs smoothly from start to finish. Here’s a closer look at who does what in the CMGC process:
The Owner
The owner is the driving force behind the project. They set the vision, goals, and budget while choosing the Construction Manager/General Contractor (CM/GC) early in the process.
The owner works closely with both the contractor and the designer to ensure the project meets their expectations. Their role also includes making key decisions and maintaining open communication throughout the project.
The CM/GC
The CM/GC wears two hats: a consultant during the pre-construction phase and a contractor during construction. Early on, they provide valuable input on cost estimates, schedules, and design feasibility.
Once the project enters the construction phase, they manage the day-to-day operations, oversee subcontractors, and ensure everything stays on track.
The Designer of Record/Architect
The designer or architect is responsible for creating the project’s blueprint. They collaborate with the CM/GC during the design phase to make sure the plans are practical, cost-effective, and aligned with the owner’s goals. Their job is to turn the owner’s vision into a functional and efficient design that can be successfully built.
The Subcontractors
Subcontractors step in during the construction phase to handle specialized tasks like electrical, plumbing, or structural work. They work under the management of the CM/GC, who ensures their work meets the project’s quality and timeline requirements. Subcontractors are vital for bringing the design to life with precision and skill.
By clearly defining these roles, the CMGC delivery fosters collaboration and accountability, helping projects stay on time, on budget, and aligned with the owner’s vision.
[image: Flowchart of the CMGC Delivery Method with the owner, designer, construction manager, and subcontractors.]
CMGC Delivery Method showing key roles and relationships



GMP – GUARENTEED MAXIMUM PRICE

In construction management, The GMP sets a financial ceiling for the project, providing a clear target for the maximum cost that the owner will be responsible for. Understanding and effectively utilizing GMP can be a game-changer in managing construction projects. In this blog, we will delve into what GMP is, how it can be used to your advantage, and why it’s essential for your project’s success.
What Is GMP in Construction Management?
GMP stands for Guaranteed Maximum Price. It’s a contractual arrangement that establishes a cap on the total cost of a construction project. This means the general contractor agrees not to exceed this maximum amount. GMP contracts are commonly used in design-build and Construction Manager at Risk (CMAR) delivery methods to offer owners some level of cost certainty.
While GMP might sound like typical project management jargon, its importance cannot be overstated. It provides a financial target and a framework for cost control throughout the project life cycle. Let’s break down the core elements of GMP and how they impact construction management.
The Purpose of GMP in Construction
1. Cost Cap: The GMP sets a maximum cost for the project, covering labor, materials, and profit. This cap ensures that the owner will not pay more than this amount, providing a level of cost certainty.
2. Cost Control: The general contractor is responsible for managing the project budget to stay at or below the GMP. This requires diligent cost monitoring and management to prevent overruns.
3. Shared Savings and Overruns: Some GMP contracts include a shared savings clause, meaning any savings below the GMP can be shared between the owner and the contractor. Conversely, overruns are typically the contractor’s responsibility.
Advantages of Knowing GMP During Pre-Construction
One of the key benefits of GMP is its impact on the pre-construction phase. Unlike traditional methods where a contractor is selected after the design is complete, a GMP contract allows general contractors and trade partners to be involved from the start. This involvement enables:
· Design Alignment: Contractors can help shape the design to ensure it aligns with the GMP target, preventing surprises later in the project.
· Budget Accuracy: Early involvement helps in setting a realistic budget that reflects the actual cost of the project, including all necessary general conditions and requirements.
· Schedule Coordination: Having a clear GMP target helps in developing a schedule that matches the budget, ensuring that time and cost are in sync.
Handling Change Orders within GMP
Once a GMP is established, any changes to the project scope typically require a change order. This can adjust the GMP to accommodate new requirements or extend the project schedule. However, many contracts include provisions to handle change orders within the existing budget and contingency plans, minimizing the need to amend the GMP.
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Board Meetings

[bookmark: _Hlk143005713][bookmark: _Hlk143005726][bookmark: _Hlk143005758]The Board has the authority to act only when a quorum is present at a duly called regular, special or emergency meeting. “Meeting” means the convening[footnoteRef:1] of a quorum of the Board as the public charter school’s governing body to make a decision[footnoteRef:2] or to deliberate[footnoteRef:3] toward a decision on any matter. This includes meeting for the purpose of gathering information to serve as the basis for a subsequent decision or recommendation by the Board, i.e. a work session. “Meeting” does not include any on-site inspection of any project or program or the attendance of members of the Board at any national, regional or state association to which the Board or its members belong. [1:  “Convening” means: (a) Gathering in a physical location; (b) Using electronic, video or telephonic technology to be able to communicate contemporaneously among participants; (c) Using serial electronic written communications among participants; or (d) Using an intermediary to communicate among participants.]  [2:  “Decision” means any determination, action, vote or final disposition upon a motion, proposal, resolution, order, ordinance or measure on which a vote of a governing body is required, at any meeting at which a quorum is present.]  [3:  “Deliberation” means discussion or communication that is part of a decision-making process.] 


The meetings of the Board are not subject to the recording requirement in Section 2 of Senate Bill 1502 (2024) under Public Meetings Law.

The affirmative vote of a majority of those present is required to transact any business.
All regular, special and emergency meetings of the Board will be open to the public except as provided by law. Access to and the ability to attend all meetings (excluding executive sessions) by telephone, video or other electronic or virtual means will be made available when reasonably possible. All meetings will be conducted in compliance with state and federal statutes. For information how to give or submit public comment it is outlined in Board policy BDDH - Public Comment at Board Meetings[footnoteRef:4] and/or posted on the school’s website. [4:  When telephone or other electronic means of communication is used during a meeting open to the public, the Board shall make at least one place available to the public where, or at least one electronic means by which, the public can listen during the meeting. At all meetings of the Board open to the public, the public will be provided an opportunity, to the extent reasonably possible, to access and attend the meeting by telephone, video or other electronic or virtual means. If in-person oral testimony (or public comment) is allowed, the public will be provided, to the extent reasonably possible, an opportunity to submit oral testimony during the meeting, at the designated portion of the agenda, by telephone, video or other electronic or other means. If in-person written testimony is allowed, the public will be provided, to the extent reasonably possible, an opportunity to submit written testimony including by email or other electronic means, so that the Board is able to consider the submitted testimony in a timely manner.] 

All Board meetings, including Board retreats and work sessions, will be held within the geographic boundaries over which the Board has jurisdiction except as allowed by law[footnoteRef:5] or in accordance with stated bylaws. The Board may attend training sessions outside these boundaries but cannot deliberate or discuss public charter school business. No meeting will be held at any place where discrimination on the basis of disability, race, creed, color, sex, sexual orientation, gender identity, age or national origin is practiced. [5:  ORS 192.630(4). Meetings of the governing body of a public body shall be held within the geographic boundaries over which the public body has jurisdiction, or at the administrative headquarters of the public body or at the other nearest practical location. Training sessions may be held outside the jurisdiction as long as no deliberations toward a decision are involved.] 

The Board will give public notice reasonably calculated to give actual notice to interested persons, including the news media which have requested notice, of the time and place for all Board meetings and of the principal subjects to be considered. The Board may consider additional subjects at a meeting, even if they were not included in the notice. The Board will receive notice of all meetings in accordance with the stated bylaws.

[bookmark: _Hlk143004220][bookmark: _Hlk143005881]If requested to do so at least 48 hours before a meeting held in public, the Board shall make a good faith effort to provide an interpreter for hearing-impaired persons. If the meeting is being held upon less than 48 hours’ notice and a request for an interpreter is made, the Board shall make a reasonable effort to have an interpreter present. Other appropriate auxiliary aids and services will be provided upon request and appropriate advance notice.

All meetings held in public shall comply with the Oregon Indoor Clean Air Act.

Regular, Special and Emergency Meetings
Generally, a regular Board meeting will be held each month. The regular meeting schedule will be established at the annual organizational meeting and may be changed by the Board with proper notice and in accordance with stated bylaws. The purpose of each regular monthly meeting will be to conduct the regular Board business.

Special meetings may be requested by the President, Vice President, Secretary or any two Board members. At least 5 days’ notice of special meetings must be provided to all Board members, and at least 24 hours’ notice must be provided to the news media which have requested notice, and the general public for any special meeting.

Emergency meetings can be called by the Board in the case of an actual emergency upon appropriate notice under the circumstances. The minutes of the emergency meeting must describe the emergency. Only topics necessitated by the emergency may be discussed or acted upon at the emergency meeting.

Communications Outside of Board Meetings
Communications, to, by and among a quorum of Board members outside of a legally called Board meeting, in their capacity as Board members, shall not be used for the purpose of discussing public charter school business. This includes electronic, video or telephonic communications, serial electronic communications among participants and using an intermediary to communicate among participants. Such communications among Board members shall be limited to messages not involving deliberation, debate, decision-making or gathering of information on which to deliberate. 
[bookmark: _Hlk143003305][bookmark: _Hlk143004647]Communications outside of a Board meeting may contain:

Communications to, between or among members of a governing body that are:
Purely factual or educational in nature and that convey no deliberation or decision on any matter that might reasonably come before the Board (including agendas and information concerning agenda items);
Not related to any matter that, at any time, could reasonably be foreseen to come before the Board for deliberation and decision; or
Nonsubstantive in nature, such as communication relating to scheduling, leaves of absence and other similar matters; or
Individual responses to questions posed by community members, subject to other limitations in Board policy.
E-mails sent to other Board members will have the following notice:

Important: Please do not reply or forward this communication if this communication constitutes a decision or deliberation toward a decision between and among a quorum of a governing body which could be considered a public meeting. Electronic communications on public charter school business are governed by Public Meetings Law.

Private or Social Meetings
Private or social meetings of a quorum of the Board for the purpose of making a decision or to deliberate toward a decision on any matter are prohibited by Public Meetings Law.

Work Sessions
The Board may use regular or special meetings for the purpose of conducting work sessions to provide its members with opportunities for planning and thoughtful discussion. Work sessions will be conducted in accordance with state law on public meetings, including notice and minutes. The Board may make official decisions during a work session.

Executive Sessions
Executive sessions may be held as an agenda item during regular, special or emergency meetings for a reason permitted by law. (See Board policy BDC – Executive Sessions)

Complaints regarding Public Meetings Law can be filed with the Board in accordance with Board policy KL – Public Complaints. The Board will respond and provide a copy of the complaint and response to the Oregon Government Ethics Commission within 21 days in accordance with state law.[footnoteRef:6] [6:  ORS 192.705 (2) to find requirements for the response. ] 

[bookmark: _Hlk143004707]

Mandatory Training

Every member of the Board shall attend or view a training on Public Meetings Law prepared or approved by the Oregon Government Ethics Commission (OGEC) at least once during the Board member’s term of office and shall verify attendance in accordance with OGEC procedures.
[bookmark: STARTPASTE]END OF POLICY
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ORS Chapter 192

ORS 338.115(2)
ORS 433.835 - 433.875

Americans with Disabilities Act of 1990, 42 U.S.C. §§ 12101-12213 (2018); 29 C.F.R. Part 1630 (2020); 28 C.F.R. Part 35 (2020).
[bookmark: _Hlk79057452]Americans with Disabilities Act Amendments Act of 2008, 42 U.S.C. §§ 12101-12133 (2018).
[bookmark: LawsEnd]OR. ATTY. GEN. Public Records and Meetings Manual.
Senate Bill 1502 (2024).


[bookmark: XREFS]Cross Reference(s):

ACA - Americans with Disabilities Act
BDC - Executive Sessions
Siuslaw Valley Charter School

Code:	BFE
Adopted:	

Administration in the Absence of Policy

In cases where action must be taken within the school system and the Board has not provided policy to guide administrative action, the head of school/superintendent will have the power to act.

END OF POLICY
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Siuslaw Valley Charter School

Code:	EEAE
Adopted:	

Student Transportation in Private Vehicle

Transportation of students will be by the sponsoring district transportation system, by a public charter school employee’s vehicle or a vehicle chartered by the school, properly insured, except as provided below.

Parents, employees and other designated adults may be permitted to use private vehicles to transport public charter school students other than their own on field trips or other charter school activities if the following conditions have been met prior to the activity:

The head of school/superintendent has approved the activity;
A permission slip signed by the student’s parent(s) has been received by the head of school/superintendent or designee, granting permission for the student to participate in a field trip or activity and to ride in a privately-owned vehicle;
The parents, employee or other adult driving the vehicle is properly licensed to drive and has provided proof of insurance. Such insurance shall meet or exceed minimum requirements as established by the state of Oregon and as set by the public charter school;
The vehicle contains an adequate number of seat restraints, including when applicable, a child safety system for a child who weighs less than 40 pounds, regardless of age, and the adult driver requires their use. The child safety system must elevate the person so that a safety belt or safety harness properly fits the individual and meets the minimum standards and specifications of law. A person over 40 pounds or who has reached the upper weight limit for the forward-facing car seat must use a booster seat until they are four feet nine inches tall or age eight and the adult belt properly fits.[footnoteRef:7]  A person who is taller than four feet nine inches or eight years of age or older must be properly secured with a safety belt or harness that meets the requirements under Oregon Revised Statute (ORS) 815.055. Training in the proper installation and use of child safety system may be required. The driver is responsible for not placing children under the age of 13 in the front seat of a vehicle equipped with passenger-side air bags. [7:  “Proper fit” means the lap belt of the safety belt or harness is positioned low across the thighs and the shoulder belt is positioned over the collarbone and away from the neck.] 

The head of school/superintendent will develop procedures to implement this policy.

END OF POLICY
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ORS 811.210
ORS 815.055
ORS 815.080

OAR 735-102-0010
	HR6/01/16│PH
	Student Transportation in Private Vehicle – EEAE
1-1




[bookmark: Revised]Corrected 10/22/25
Siuslaw Valley Charter School

Code:	EEAE-AR
Revised/Reviewed:	

Proof of Vehicle Liability Insurance

Dear 					,

You have agreed to transport students of the school to a field-trip function or for some other school-approved purpose. Please be aware that in the event of an accident, your insurance will provide primary coverage. In order to serve as a driver you will be required to provide proof of vehicle liability insurance. Your insurance must meet or exceed minimum requirements as established by the state of Oregon and as set by the school.

Please COMPLETE the following information, providing information requested. SIGN where indicated and RETURN to the school office four working days PRIOR TO THE DATE OF THE EVENT.

Insurance Company Name: 		Expiration Date: 	
(not agent’s name)

Policy Number: 	
Policy Limits: 	

Current minimum limits are: 	$25,000 per person and $50,000 per accident for bodily injury; $20,000 per accident for property damage; $25,000 per person and $50,000 per accident for uninsured motorist coverage; and $15,000 per accident for personal injury protection.

Date of Birth: 	 Oregon Driver License No.: 	

Signature: 	  Date: 	

Name (as it appears on your driver license): 	

Address: 	

Daytime Phone: 				

Return form to the school office. If you do not have required coverage, you will not be allowed to transport students. (Insurance companies may increase coverage for specific dates.)
Siuslaw Valley Charter School

Code:	EEBB
Adopted:	

Use of Private Vehicles for Public Charter School Business

The head of school/superintendent will develop procedures for staff use of private vehicles that will safeguard the public charter school, its employees and students in matters of safety, insurance and liability. The Board will review such procedures at least annually.

No staff member will use a private vehicle for public charter school business, including the transportation of students, without approval from the head of school/superintendent or designee in accordance with established public charter school procedures. Authorization to use a private vehicle must be obtained before actual use of the vehicle. Staff members who are authorized to use a private vehicle on public charter school business will be reimbursed in an amount established by the Board.

At least two staff members must accompany a student being transported in a private vehicle or one staff member may transport no less than two students in a private vehicle. The head of school/superintendent will be notified when such instances are necessary.

END OF POLICY
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Siuslaw Valley Charter School

Code:	GBDA
Adopted:	

Expression of Milk or Breast-feeding in the Workplace

When possible an employee must give reasonable notice of the intent to express milk or breast-feed to head of school/superintendent or designee. The public charter school shall provide the employee a reasonable rest period to express milk or breast-feed each time the employee has a need to express milk or breast-feed. If feasible, the employee will take the rest period at the same time as the rest periods or meal periods provided by the public charter school.

The public charter school will make a reasonable effort to provide a location, other than a public restroom or toilet stall, in close proximity to the employee’s work area, where an employee can express milk or breast-feed in private. “Close proximity” means within walking distance from the employee’s work area that does not appreciably shorten the rest or meal period. If a private location is not within close proximity to the employee’s work area, the public charter school may not include the time taken to travel to and from the location as part of the break period.

The public charter school must allow the employee to bring a cooler or other insulated food container to work for storing the expressed milk and ensure there is adequate space in the workplace to accommodate the employee’s cooler or insulated food container. If the public charter school allows employees access to refrigeration for personal use, the public charter school may allow, but cannot require, an employee who expresses milk during work hours to use the available refrigeration to store the expressed milk.

This policy including the list of designated locations will be published in the employee handbook. A list of designated locations must be readily available upon request in the public charter school’s main office.

This policy only applies to employees who are expressing milk or breast-feeding for children 18 months of age or younger.

END OF POLICY

Legal Reference(s):
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Siuslaw Valley Charter School

Code:	IGBAB/JO-AR
Adopted:	5/08/25

Education Records/Records of Students with Disabilities Management

Student Education Record
Student education records are those records that are directly related to a student and maintained by the public charter school, or by a party acting for the public charter school; however, this does not include the following:

Records of instructional, supervisory and administrative personnel and educational personnel ancillary to those persons that are kept in the sole possession of the maker of the record, used only as a personal memory aid, and are not accessible or revealed to any other person except a temporary substitute for the maker of the record;
Records of the law enforcement unit of the public charter school subject to the provisions of Oregon Administrative Rule (OAR) 581-021-0225;
Records relating to an individual who is employed by the public charter school that are made and maintained in the normal course of business that relate exclusively to the individual in that individual’s capacity as an employee and that are not available for use for any other purpose. Records relating to an individual in attendance at the public charter school who is employed as a result of status as a student, are education records and are not accepted under this section;
Records on a student who is 18 years of age or older, or is attending an institution of postsecondary education, that are:
Made or maintained by a physician, psychiatrist, psychologist or other recognized professional or paraprofessional acting in a professional capacity or assisting in a paraprofessional capacity;
Made, maintained or used only in connection with treatment of the student; and
Disclosed only to individuals providing the treatment. For purposes of this definition, “treatment” does not include remedial educational activities or activities that are part of the program of instruction at the public charter school.
Records that only contain information relating to activities in which an individual engaged after the individual is no longer a student at the public charter school;
Medical or nursing records which are made or maintained separately and solely by a licensed health care professional who is not employed by the public charter school, and which are not used for education purposes or planning.
The public charter school shall keep and maintain a permanent record on each student which includes the:

0. Name and address of educational agency or institution;
0. Full legal name of the student;
0. Student’s birth date and place of birth;
0. Name of parents/guardians;
0. Date of entry into thein school;
0. Name of school previously attended;
0. Courses of study and marks received;
0. Data documenting a student’s progress toward achievement of state standards and must include a student’s Oregon State Assessment results;
0. Credits earned;
0. Attendance;
0. Date of withdrawal from school.; and
0. Such additional information as the public charter school may prescribe.
The public charter school may also request the social security number of the student and will include the social security number on the permanent record only if the eligible student or parent complies with the request. The request shall include notification to the eligible student or the student’s parent(s) that the provision of the social security number is voluntary and notification of the purpose for which the social security number will be used.

The public charter school shall retain permanent records in a minimum one-hour fire-safe place in the public charter school, or keep a duplicate copy of the permanent records in a safe depository in another public charter school location.

Confidentiality of Student Records
The public charter school shall keep confidential any record maintained on a student in accordance with OAR 581-021-0220 through 581-021-0430.
The public charter school shall protect the confidentiality of personally identifiable information at collection, storage, disclosure and destruction stages.
The public charter school shall identify one official to assume responsibility for ensuring the confidentiality of any personally identifiable information.
All persons collecting or using personally identifiable information shall receive training or instruction on state policies and procedures.
Rights of Parents and Eligible Students
The public charter school shall annually notify parents and eligible students through the public charter school student/parent handbook or any other means that are reasonably likely to inform the parents or eligible students of their rights. This notification shall state that the parent(s) or an eligible student has a right to:

Inspect and review the student’s education records;
Request the amendment of the student’s education records to ensure that they are not inaccurate, misleading or otherwise in violation of the student’s privacy or other rights;
Consent to disclosures of personally identifiable information contained in the student’s education records, except to the extent that the applicable state or federal law authorizes disclosure without consent;
Pursuant to OAR 581-021-0410, file with the Family Policy Compliance Office, United States Department of Education a complaint under 34 C.F.R. § 99.64 concerning alleged failures by the public charter school to comply with the requirements of federal law; and
Obtain a copy of the public charter school policy with regard to student education records.
The notification shall also inform parents or eligible students that the public charter school forwards education records requested under OAR 581-021-0255. The notification shall also indicate where copies of the public charter school policy are located and how copies may be obtained.

If the eligible student or the student’s parent(s) has a primary or home language other than English, or has a disability, the public charter school shall provide effective notice.

These rights shall be given to either parent unless the public charter school has been provided with specific written evidence there is a court order, state statute or legally binding document relating to such matters as divorce, separation or custody that specifically revokes these rights.

When a student becomes an eligible student, which is defined as a student who has reached 18 years of age or is attending only an institution of postsecondary education and is not enrolled in a secondary school, the rights accorded to, and the consent required of, the parents transfer from the parents to the student. Nothing prevents the public charter school from giving students rights in addition to those given to parents.

Parent’s or Eligible Student’s Right to Inspect and Review
The public charter school shall permit an eligible student or student’s parent(s) or a representative of a parent or eligible student, if authorized in writing by the eligible student or student’s parent(s), to inspect and review the education records of the student, unless the education records of a student contain information on more than one student. In that case the eligible student or student’s parent(s) may inspect, review or be informed of only the specific information about the student.

The public charter school shall comply with a request for access to records:

Within a reasonable period of time and without unnecessary delay;
For children with disabilities before any meeting regarding an individualized education program (IEP), or any due process hearing, or any resolution session related to a due process hearing[footnoteRef:8]; [8:  Records must be provided without undue delay, which may not exceed 10 business days from the date of the request for the records. Records may be redacted only to the extent necessary to protect personally identifiable information of other children unless disclosure is authorized by law or court order.] 

In no case more than 45 days after it has received the request.
The public charter school shall respond to reasonable requests for explanations and interpretations of the student’s education record.

The parent(s) or an eligible student shall comply with the following procedure to inspect and review a student’s education record:

0. Provide a written, dated request to inspect a student’s education record; and
0. State the specific reason for requesting the inspection.
The written request will be permanently added to the student’s education record.
The public charter school shall not destroy any education record if there is an outstanding request to inspect and review the education record.

While the public charter school is not required to give an eligible student or student’s parent(s) access to treatment records under the definition of “education records” in OAR 581-021-0220(6)(b)(D), the eligible student or student’s parent(s) may, at their expense, choose a physician or other appropriate professional and have those records reviewed.

If an eligible student or student’s parent(s) so requests, the public charter school shall give the eligible student or student’s parent(s) a copy of the student’s education record. The public charter school may recover a fee for providing a copy of the record, but only for the actual costs of reproducing the record unless the imposition of a fee effectively prevents a parent or eligible student from exercising the right to inspect and review the students’ educational records. The public charter school may not charge a fee to search for or to retrieve the education records of a student.

The public charter school shall not provide the eligible student or student’s parent(s) with a copy of test protocols, test questions and answers and other documents described in Oregon Revised Statutes (ORS) 192.345(4) unless authorized by federal law.

The public charter school will maintain a list of the types and locations of education records maintained by the public charter school and the titles and addresses of officials responsible for the records.

Students’ education records will be maintained at the public charter school building at which the student is in attendance except for special education records which may be located at another designated location within the public charter school or the district[footnoteRef:9]. The head of school/superintendent or designee shall be the person responsible for maintaining and releasing the education records. [9:  “District,” for the purpose of this policy, means the district in which the public charter school is located.] 


Release of Personally Identifiable Information
Personally identifiable information shall not be released without prior written consent of the eligible student or student’s parent(s) except in the following cases:

The disclosure is to other school officials, including teachers, within the public charter school or district who have a legitimate educational interest.
As used in this section, “legitimate educational interest” means a public charter school or district1 official employed by the public charter school or district as an head of school/superintendent, supervisor, instructor or staff support member; a person serving on a public charter school or district board; a person or company with whom the public charter school or district has contracted to perform a special task; or a parent or student serving on a special committee such as a disciplinary or grievance committee, or assisting another public charter school or district official in performing theirhis or her tasks needed to review an educational record in order to fulfill theirhis or her professional responsibility (definition from FERPA).
The public charter school shall maintain, for public inspection, a listing of the names and positions of individuals within the public charter school or district1 who have access to personally identifiable information with respect to students with disabilities.

The disclosure is to officials of another school within the district1;
The disclosure is to authorized representatives of:
The U.S. Comptroller General, U.S. Attorney General, U.S. Secretary of Education or state and local education authorities or the Oregon Secretary of State Audits Division in connection with an audit or evaluation of federal or state-supported education programs or the enforcement of or compliance with federal or state-supported education programs or the enforcement of or compliance with federal or state regulations.

The disclosure is in connection with financial aid for which the student has applied or which the student has received, if the information is necessary for such purposes as to:
Determine eligibility for the aid;
Determine the amount of the aid;
Determine the conditions for the aid; or
Enforce the terms and condition of the aid.
As used in this section “financial aid” means any payment of funds provided to an individual that is conditioned on the individual’s attendance at an educational agency or institution.

The disclosure is to organizations conducting studies for, or on behalf of, the district to:
Develop, validate or administer predictive tests;
Administer student aid programs; or
Improve instruction.
The public charter school may disclose information under this section only if disclosure is to an official listed in paragraph (c) above and who enters into a written agreement with the district that:
Specifies the purpose, scope and duration of the study and the information to be disclosed;
Limits the organization to using the personally identifiable information only for the purpose of the study;
The study is conducted in a manner that does not permit personal identification of parents or students by individuals other than representatives of the organization; and
The information is destroyed when no longer needed for the purposes for which the study was conducted.
For purposes of this section, the term “organization” includes, but is not limited to, federal, state and local agencies and independent organizations.

The district may disclose information under this section only if the disclosure is to an official listed in paragraph (c) above who is conducting an audit related to the enforcement of or compliance with federal or state legal requirements and who enters into a written agreement with the district that:

13. Designates the individual or entity as an authorized representative;
Specifies the personally identifiable information being disclosed;
Specifies the personally identifiable information being disclosed in the furtherance of an audit, evaluation or enforcement or compliance activity of the federal or state supported education programs;
Describes the activity with sufficient specificity to make clear it falls within the audit or evaluation exception; this must include a description of how the personally identifiable information will be used;
Requires information to be destroyed when no longer needed for the purpose for which the study was conducted;
Identifies the time period in which the personally identifiable information must be destroyed; and
Establishes policies and procedures which are consistent with Family Education Rights and Privacy Act (FERPA) and other federal and state confidentiality and privacy provisions to insure the protection of the personally identifiable information from further disclosure and unauthorized use.
The disclosure is to accrediting organizations to carry out their accrediting functions;
The disclosure is to comply with a judicial order or lawfully issued subpoena. The public charter school may disclose information under this section only if the public charter school makes a reasonable effort to notify the eligible student or student’s parent(s) of the order or subpoena in advance of compliance, unless an order or subpoena of a federal court or agency prohibits notification to the parent(s) or student;
The disclosure is to comply with a judicial order or lawfully issued subpoena when the parent is a party to a court proceeding involving child abuse and neglect or dependency matters;
The disclosure is to the parent(s) of a dependent student, as defined in Section 152 of the Internal Revenue Code of 1986;
The disclosure is in connection with a health or safety emergency. The public charter school shall disclose personally identifiable information from an education record to law enforcement, child protective services and health care professionals, and other appropriate parties in connection with a health and safety emergency if knowledge of the information is necessary to protect the health and safety of the student or other individuals.
As used in this section a “health or safety emergency” includes, but is not limited to, law enforcement efforts to locate a child who may be a victim of kidnap, abduction or custodial interference and law enforcement or child protective services efforts to respond to a report of abuse of a child or neglect pursuant to applicable state law.

The disclosure is information the district has designated as “directory information” (See Board policy JOA – Directory Information);
The disclosure is to the parent(s) of a student who is not an eligible student or to an eligible student;
The disclosure is to officials of another school, school system, institution of postsecondary education, an education service district (ESD), state regional program or other educational agency that has requested the records and in which the student seeks or intends to enroll or is enrolled or in which the student receives services. The term “receives services” includes, but is not limited to, an evaluation or reevaluation for purposes of determining whether a student has a disability;
The disclosure is to the Board during an executive session pursuant to ORS 332.061.
The public charter school will use reasonable methods to identify and authenticate the identity of the parents, students, school officials and any other parties to whom the public charter school discloses personally identifiable information from educational records;
The disclosure is to a caseworker or other representative of a state or local child welfare agency or tribal organization that are legally responsible for the care and protection of the student, including educational stability of children in foster care.
Record-Keeping Requirements
The public charter school shall maintain a record of each request for access to and each disclosure of personally identifiable information from the education records of each student. Exceptions to the record keeping requirements shall include the parent, eligible student, school official or designee responsible for custody of the records and parties authorized by state and federal law for auditing purposes. The public charter school shall maintain the record with the education records of the student as long as the records are maintained. For each request or disclosure the record must include:

The party or parties who have requested or received personally identifiable information from the education records; and
The legitimate interests the parties had in requesting or obtaining the information.
The following parties may inspect the record of request for access and disclosure to a student’s personally identifiable information:

0. The parent(s) or an eligible student;
0. The school official or designee who are responsible for the custody of the records;
0. Those parties authorized by state or federal law for purposes of auditing the record keeping procedures of the public charter school.
Request for Amendment of Student’s Education Record
If an eligible student or student’s parent(s) believes the education records relating to the student contain information that is inaccurate, misleading or in violation of the student’s rights of privacy or other rights, the student or parent(s) may ask the head of school/superintendent where the record is maintained to amend the record.

The head of school/superintendent shall decide, after consulting with the necessary staff, whether to amend the record as requested within a reasonable time after the request to amend has been made.

The request to amend the student’s education record shall become a permanent part of the student’s education record.

If the head of school/superintendent decides not to amend the record as requested, the eligible student or the student’s parent(s) shall be informed of the decision and of a right to appeal the decision by requesting a hearing.
Hearing Rights of Parents or Eligible Students
If the head of school/superintendent decides not to amend the education record of a student as requested by the eligible student or the student’s parent(s), the eligible student or student’s parent(s) may request a formal hearing for the purpose of challenging information in the education record as inaccurate, misleading or in violation of the privacy or other rights of the student. The public charter school shall appoint a hearings officer to conduct the formal hearing requested by the eligible student or student’s parent. The hearing may be conducted by any individual, including an official of the public charter school, who does not have a direct interest in the outcome of the hearing. The hearings officer will establish a date, time and location for the hearing, and give the student’s parent or eligible student notice of date, time and location reasonably in advance of the hearing. The hearing will be held within 10 working days of receiving the written or verbal request for the hearing.

The hearings officer will convene and preside over a hearing panel consisting of:

The head of school/superintendent or designee;
A member chosen by the eligible student or student’s parent(s); and
A disinterested, qualified third party appointed by the head of school/superintendent.
The parent or eligible student may, at own expense, choose one or more individuals to assist or represent them, including an attorney. The hearing shall be private. Persons other than the student, parent, witnesses and counsel shall not be admitted. The hearings officer shall preside over the panel. The panel will hear evidence from the public charter school staff and the eligible student or student’s parent(s) to determine the point(s) of disagreement concerning the records. Confidential conversations between a licensed employee or public charter school or district counselor and a student shall not be part of the records hearing procedure. The eligible student or student’s parent(s) has the right to insert written comments or explanations into the record regarding the disputed material. Such inserts shall remain in the education record as long as the education record or a contested portion is maintained and exists. The panel shall make a determination after hearing the evidence and make its recommendation in writing within 10 working days following the close of the hearing. The panel will make a determination based solely on the evidence presented at the hearing and will include a summary of the evidence and the reason for the decision. The findings of the panel shall be rendered in writing not more than 10 working days following the close of the hearing and submitted to all parties.

If, as a result of the hearing, the panel decides that the information in the education record is not inaccurate, misleading or otherwise in violation of the privacy or other rights of the student, it shall inform the eligible student or the student’s parent(s) of the right to place a statement in the record commenting on the contested information in the record or stating why there is disagreement with the decision of the panel. If a statement is placed in an education record, the public charter school will ensure that the statement:

0. Is maintained as part of the student’s records as long as the record or a contested portion is maintained by the public charter school or the district[footnoteRef:10]; and [10:  Ibid. p. 4.] 

Is disclosed by the public charter school to any party to whom the student’s records or the contested portion are disclosed.
If, as a result of the hearing, the panel decides that the information is inaccurate, misleading or otherwise in violation of the privacy or other rights of the student, it shall:

0. Amend the record accordingly; and
Inform the eligible student or the student’s parent(s) of the amendment in writing.
Duties and Responsibilities When Requesting Education Records
The public charter school shall, within 10 days of a student seeking initial enrollment in or services from the public charter school, notify the public or private school, ESD, institution, agency or detention facility or youth care center in which the student was formerly enrolled and shall request the student’s education records.

Duties and Responsibilities When Transferring Education Records
The public charter school shall transfer originals of all requested student education records, including any ESD records, relating to the particular student to the new educational agency when a request to transfer the education records is made to the public charter school. The transfer shall be made no later than 10 days after receipt of the request. For students in substitute care programs, the transfer must take place within five days of a request. Readable copies of the following documents shall be retained:

The student’s permanent records, for one year;
Such special education records as are necessary to document compliance with state and federal audits, for five years after the end of the school year in which the original was created. In the case of records documenting speech pathology and physical therapy services, until the student reaches age 21 or 5 years after last seen, whichever is longer.
Note: Education records shall not be withheld for student fees, fines and charges if requested in circumstances described in ORS 326.575 and applicable rules of the State Board of Education or such records are requested for use in the appropriate placement of a student.


Disclosure Statement
Required for use in collecting personally identifiable information
related to social security numbers.

On any form that requests the social security number (SSN), the following statement shall appear just above the space for the SSN:

“Providing your social security number (SSN) is voluntary. If you provide it, the public charter school will use your SSN for record keeping, research, and reporting purposes only. The public charter school will not use your SSN to make any decision directly affecting you or any other person. Your SSN will not be given to the general public. If you choose not to provide your SSN, you will not be denied any rights as a student. Please read the statement on the back of this form that describes how your SSN will be used. Providing your SSN means that you consent to the use of your SSN in the manner described.”

The public charter school, district and Oregon Department of Education may also match your SSN with records from other agencies as follows:

The Oregon Department of Education uses information gathered from the Oregon Employment Division to learn about education, training and job market trends. The information is also used for planning, research and program improvement.

State and private universities, colleges, community colleges and vocational schools use the information to find out how many students go on with their education and their level of success.

Other state agencies use the information to help state and local agencies plan educational and training services to help Oregon citizens get the best jobs available.

Your SSN will be used only for statistical purposes as listed above. State and federal law protects the privacy of your records.
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Personal Electronic Devices and Social Media**

Student possession or use of personal electronic devices on public charter school property, in public charter school facilities during the school day and while the student is in attendance at public charter school-sponsored activities may be permitted subject to the limitations set forth in this policy and consistent with any additional school rules as may be established by the teacher and approved by the head of school/superintendent.

A “personal electronic device (PED)” is a device that is capable of electronically communicating, sending, receiving, storing, recording, reproducing and/or displaying information and data.

“Independent communication” means communication that does not require assistance or interpretation by an individual who is not part of the communication but that may require the use or assistance of an electronic device.

Student Ppersonal electronic devices shall be turned off and stored away[footnoteRef:11] upon arrival to school premises, and during the start of regular instructional or class time, during passing times between classes, or at any other time where such use of the device would cause a disruption of school activities, and until the end of the school day or regular instructional hours established by Siuslaw Valley Charter School (SVCS).  [11:  “Stored away” means in a backpack, coat or jacket, or in another student personal belonging.] 

Except as otherwise provided in this policy, “personal electronic device” means any portable, electrically powered device that is capable of making and receiving calls and text messages and accessing the internet independently from the school’s network infrastructure.[footnoteRef:12] This includes headphones and earbuds attached to personal electronic devices. This does not include a laptop computer or other device required to support academic activities. [12:  ODE’s guidance, Fostering Student Learning, Well-Being, and Belonging provides “This includes personal electronic devices that can make calls, send texts, or access the internet via cellular data are restricted. This includes smartphones, web-enabled flip phones, cellular-capable tablets and e-readers, smartwatches, smart glasses, and connected headphones or earbuds. This does not include laptop computers or other devices required to support academic activities.”] 

Personal electronic devices may be used when use complies with the terms of:
The student’s medical provider’s order for the care and treatment of a medical condition;[footnoteRef:13] [13:  JFCEB-AR – Request for Personal Electronic Device Exception must be submitted to the building administrator, along with a copy of the order.] 

The student’s individualized education program, as defined in ORS 343.035 or an education plan developed for the student in accordance with section 504 of the Rehabilitation Act of 1973 (29 U.S.C. § 794);[footnoteRef:14] [14:  If use of the personal electronic device is included in the individualized education program or education plan, JFCEB-AR submission is not required.] 

A written exemption provided for the student based on a request received in administrative regulation JFCEB-AR – Request for Personal Electronic Device Exception. School administration will respond to such a request within 10 school days.[footnoteRef:15] [15:  JFCEB-AR must be submitted to the building administrator.] 

Devices which have the capability to take photographs or record video or audio shall not be used for such purposes while on public charter school property or while a student is engaged in public charter school-sponsored activities, unless as expressly authorized in advance by the teacher or head of school/superintendent. Computers, tablets, iPads or similar devices brought to school will be restricted to academic activities and independent communications.

Students in violation of this policy will be subject to disciplinary action. Discipline for mere possession or use of a personal electronic device may not include loss of instructional time for the student (including suspension or expulsion), but could include a change to storage requirements, etc. However, if the actions taken by a student violate another conduct policy, the student may be subject to discipline up to and including expulsion.[footnoteRef:16]  [16:  For example: a student could be disciplined with lost instructional time for using a personal electronic device to bully another student or for accessing inappropriate content. Discipline will be in accordance with Board policies.] 

Steps may include:

1. First Instance of Noncompliance: Staff will give the student a verbal reminder of the policy and expectations to reinforce appropriate use of personal electronic devices;
1. Second Instance of Noncompliance: The device will be confiscated and held and the front office until the end of the school day; parents or guardians must come to collect the device. A meeting with school administration will be scheduled to discuss ways to support the student, to review the policy and develop a plan for improved compliance;
1. Beyond Second Instance of Noncompliance: If noncompliance continues, the school will determine additional appropriate consequences, always prioritizing keeping students in class and engaged in learning.
Necessary communications during the school day while on school grounds between students and parents or guardians can be made through the school office.
The head of school/superintendent or designee shall ensure this policy is posted on the public charter school website and made available to school personnel, students, parents, guardians, partners who are in school buildings during the school day, and the Oregon Department of Education.
In accordance with ORS 336.840, students may be allowed to use personal electronic devices[footnoteRef:17] that support academic activities and independent communications[footnoteRef:18], except as prohibited by this policy. In academic activities in which a personal electronic device is required as part of the curriculum, students may be allowed but not required to use their own personal electronic devices for that portion of the curriculum. [17:  The use of “personal electronic device” in this paragraph comes from ORS 336.840, which does not define the term. However, the definition in EO 25-09 would not necessarily apply. Consequently, items like laptop computers or other devices required to support academic activities would likely be considered personal electronic devices within this paragraph.]  [18:  “Independent communication” means communication that does not require assistance or interpretation by an individual who is not part of the conversation, but that may require the use or assistance of an electronic device. ORS 336.840(1).] 

If the public charter school implements a curriculum that uses technology, students may be allowed to use their own personal electronic devices to access the curriculum. Students who are allowed to use their own devices to access the curriculum will be granted access to any application or electronic materials when they are available to students who do not use their own devices, or provided free of charge to students who do not use their own devices, for curriculum. Students using their own device must be granted access to any applications or electronic materials that are available to students who do not use their own personal electronic devices. These applications must be free of charge if students who do not use their own devices have access free of charge.

A process for responding to a student’s request to use a personal electronic device, including an appeal process if the request is denied, will be provided.Requests for exemptions to this policy can be processed in accordance with JFCEB-AR –  Request for Personal Electronic Devices Exception. Appeals can be filed head of school/superintendent.

The public charter school will not be liable for personal electronic devices brought to public charter school property and public charter school-sponsored activities.

Students may not use public charter school equipment to access social media websites while on public charter school property or at public charter school-sponsored activities unless the access is approved by a public charter school representative. The public charter school will not be liable for information or comments posted by students on social media websites.

Exceptions to the prohibitions set forth in this policy may be made for health, safety or emergency reasons with prior principal or designee approval or when use is provided for in a student’s individualized education program (IEP).

Students are subject to disciplinary action up to and including expulsion for using a personal electronic device in any manner that is academically dishonest, illegal or violates the terms of this policy[footnoteRef:19]. A referral to law enforcement officials may also be made.  [19: ] 


Personal electronic devices brought to public charter school property or used in violation of this policy are subject to confiscation and will be released to the student’s parent or property owner during school hours.

The head of school/superintendent shall ensure that the Board’s policy and any subsequent school rules developed by building administrators are reviewed and approved in advance to ensure consistency with this policy and that pertinent provisions of policy and school rules are communicated to staff, students and parents through building handbooks and other means.

The taking, disseminating, transferring or sharing of obscene, pornographic or otherwise illegal images or photographs, whether by electronic data transfer or otherwise (commonly called texting, sexting, emailing, etc.) may constitute a crime under state and/or federal law. Any person taking, disseminating, transferring or sharing obscene, pornographic or otherwise illegal images or photographs will be reported to law enforcement and/or other appropriate state or federal agencies.
END OF POLICY
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Request for Personal Electronic Devices Exception

A parent or guardian may request an exception to the personal electronic device prohibition by submitting the following form to the head of school/superintendent or designee:

Name of student: 	 Grade: 	

School: 		

[bookmark: _Hlk205386126]If the reason for the request is included in the student’s individualized education program, as defined in ORS 343.025 or an education plan developed for the student in accordance with Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. § 794, this form is not required.

This request is:
	In compliance with the student’s medical provider’s order for the care and treatment of a medical condition (attach a copy of the order);
	Accommodate the individual circumstances of the student (e.g., student has a family member in hospital and needs to be accessible, is a translator for family member);
	Further specific educational outcomes for the student.

Exemption requested (describe the requested possession or use of a personal electronic device to be allowed and reason for the requested exemption):
	
	
	

Duration for requested exemption: 	[footnoteRef:20] [20:  The maximum duration of an exemption is the end of the current school year.] 


Signed: 	 Date 	

Parent of guardian name: 	

Parent or guardian phone: 	 Email: 	

For Completion by School Administration

Request:	  Granted	Expiration of exemption: 	
	  Denied	Reason for denial: 	

	More information needed. Please submit by 	 (date) for reconsideration.
	
	

Signed: 	 Date 	

School administration decisions will be issued and communicated to the parent or guardian within 10 school days of receipt and can be appealed with the head of school/superintendent within 10 school days of issuance. The head of school/superintendent decision will be final. Denied requests may be resubmitted if circumstances change or after 12 months, whichever is earlier.

Guidelines for exemption consideration:
Exemptions should only be approved for documented needs of students and their families, not mere convenience;
Exemptions should be consistently granted in a non-discriminatory manner;
Exemptions should be limited to address the specific need, with any limitations communicated to the student regarding other possession and use;
Exemptions should only be approved when other communication methods and device availability (school phones, laptops, computers, available internet, etc.) are not adequate for the specific need;
Exemptions should be communicated to necessary staff in a way that protects student privacy;
Exemptions should minimize disruption to other students, staff and the educational environment.
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Immunization, Concussions and Other Brain Injuries**

Immunization
Proof of immunization must be presented at the time of initial enrollment[footnoteRef:21] in school or within 30 days of transfer to the public charter school in accordance with Oregon law. Proof consists of a signed Certificate of Immunization Status form documenting either evidence of immunization, a religious, philosophical beliefs and/or medical exemption or immunity documentation.[footnoteRef:22] [21: The school shall immediately enroll a student experiencing houselessness in the school even if the student is unable to produce records normally required for enrollment.]  [22:  Documentation requirements for exemptions are outlined in ORS 433.267.] 

Concussions and Other Brain Injuries
A student who exhibits signs, symptoms or behaviors consistent with a concussion following an observed or suspected blow to the head or body, or who has been diagnosed with a concussion will not be allowed to participate in any athletic event or training on that day, unless an athletic trainer licensed by the Board of Athletic Trainers or a physician licensed pursuant to ORS 677.100 - 677.228 has determined the student has not suffered a concussion. Except as allowed above, a student excluded for concussion reasons will not be allowed to return to participate in an athletic event or training until the following three conditions have been met:
It is not the same day as the student exhibited signs, symptoms or behaviors, experienced a blow to the head or body, or was diagnosed with a concussion;
The student no longer exhibits signs, symptoms or behaviors consistent with a concussion; and
The student has received a medical release form from a health care professional[footnoteRef:23]. [23:  “Health care professional” includes a chiropractic physician, a naturopathic physician, a psychologist, a physical therapist, an occupational therapist, a physician assistant or a nurse practitioner who is licensed or registered under the laws of Oregon.] 

Upon receipt of written notification[footnoteRef:24] from a parent or guardian that a student has been diagnosed with a concussion or other brain injury by a health care professional and that accommodations are being requested, the public charter school shall follow all procedures developed by the Oregon Department of Education (ODE) to develop and implement an immediate and temporary accommodation plan. Written notice is not required for the public charter school to begin following concussion protocols. [24:  “Written notification” means a written notice from a parent or guardian, supported by medical documentation from a health care professional, informing the public charter school that they are requesting an accommodation for a student who has been diagnosed with a concussion or other brain injury by a health care professional.] 

Any accommodations will be communicated to the parent or guardian, to all teachers who provide instruction to the student and to other employees who have regular responsibilities for the student’s supervision or health.[footnoteRef:25] [25:  Including, but not limited to, school nurses, counselors, physical education teachers, coaches, athletic trainers and staff supervision recess or other physical activities.] 

Accommodations will be in effect no later than 10 school days after the written notification is received by the public charter school and will be reviewed as needed, but no later than every two months.
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ORS 326.580
ORS 336.479
ORS 336.485 - 336.490
ORS 338.115
ORS 433.235 - 433.280
OAR 333-019-0010
OAR 333-050-0010 - 0120
OAR 581-021-3007

McKinney-Vento Homeless Assistance Act, Subtitle VII-B, reauthorized by Title IX-A of the Every Student Succeeds Act, 42 U.S.C. §§ 11431-11435 (2018).
Family Educational Rights and Privacy Act of 1974, 20 U.S.C. § 1232g (2018); Family Educational Rights and Privacy, 34 C.F.R. Part 99 (2023).
House Bill 3007 (2025)
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Public Records Request

In compliance with Oregon law the following guidelines apply to the dissemination, inspection and examination of the public records of the public charter school:
A public records request shall be submitted in writing through the school office at 625 Hwy 101, #1035, Florence, Oregon 97439 to head of school/superintendent or other designee.
Upon receipt of a written request, the public charter school shall respond within five business days[footnoteRef:26] acknowledging receipt of the request or completing[footnoteRef:27] the public charter school’s response to the request. If the public charter school provides an acknowledgment of the request, it must: [26:  “Business day” means a day other than Saturday, Sunday or a legal holiday, and on which at least one paid employee of the public charter school is scheduled to and does report to work. Business day does not include any day on which the administration office for the public charter school is closed.]  [27:  The public charter school response to a public records request will be considered complete when it complies with criteria in Oregon law (ORS 192.329).] 

Confirm that the public charter school is the custodian of the requested record;
Inform the requester that the public charter school is not the custodian of the requested record; or
Notify the requester that the public charter school is uncertain whether the public charter school is the custodian of the requested record.
If the public charter school is the custodian of the requested record, as soon as reasonably possible but not later than 10 business days after the date the public charter school is required to acknowledge receipt of the request as described above, the public charter school shall:
Complete its response to the public records request in accordance with ORS 192.329(2). If the public charter school determines that a record is exempt from public disclosure, the public charter school will include a statement to that effect, and that the requester may appeal the decision pursuant to state law; or
Provide a written statement that the public charter school is still processing the request and a reasonable estimated date by which the public charter school expects to complete its response based on the information currently available.
The time periods, established by Oregon law and identified above in Section 2 or 3, will not apply to the public charter school if compliance would be impracticable because:
The staff or volunteers[footnoteRef:28] necessary to complete a response to the public records request are unavailable; [28:  Staff member or volunteers who are on leave or are not scheduled to work are considered to be unavailable.] 

Compliance would demonstrably impede the public charter school’s ability to perform other necessary services; or
Of the volume of the public records request being simultaneously processed by the public charter school.
In these situations, the public charter school shall, as soon as practicable and without unreasonable delay, acknowledge a public records request and complete the response to the request.
The public charter school may request additional information or clarification from the requester for the purpose of expediting the public charter school’s response to the request as permitted by law. If the public charter school requests additional information or clarification, in good faith, the obligation to complete the request is suspended until the requester provides the requested information or clarification or affirmatively declines to provide the information or clarification. If the requester fails to respond within 60 days to a good faith request from the school for information or clarification, the school shall close the request.
If a copy of a public record is requested, the public charter school will provide a single copy. If a request to inspect a public record is made and the record is maintained in a machine readable or electronic form, the custodian shall provide the record in the form requested, if available. If the public record is not available in the form requested, it will be made available in the form the record is maintained.
If a person who is a party to a civil judicial proceeding to which the public charter school is a party or who has filed notice under Oregon Revised Statute (ORS) 30.275(5)(a) asks to inspect or to receive a copy of a public record that the person knows relates to the proceeding or notice, the individual must submit the request in writing to the designated custodian of public charter school records and at the same time to the public charter school’s attorney.
Information will be made available to individuals with disabilities in an accessible format upon request and advance notice. Auxiliary aids and services available to qualified persons with disabilities may include large print, Braille, audio recordings, readers, assistance in locating materials or other equally effective accommodations.
Where the labor effort exceeds 30 minutes, labor, material and out-of-pocket charges will be charged to the requester. 
Costs will be as follows:
Clerical time: $40 per hour;
Head of school/superintendent or chief operations officer time: $90 per hour;
Attorney time: $385 per hour;
Printing: $0.25 per page.
Auxiliary aids and services for qualified persons with disabilities will be available at no additional charge.
If the public charter school has informed the requester of a permitted fee, the obligation of the public charter school to complete its response to the request is suspended until the fee has been received by the public charter school. If the requester fails to pay the fee within 60 days of the date they were informed of the fee or fails to pay the fee within 60 days of the date on which the public charter school informed them of the denial of the fee waiver, the public charter school shall close the request.
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