
R-10g – FOIL DOCUMENTS

All Public Prep Academies operate under a uniform Freedom of Information policy. Below,
please find the FOIL Policy for Girls Prep Bronx as an example:

FOIL POLICY

FOIL Notice

The amended Freedom of Information Law gives you the right to access many public records.

Records can be seen and copied at:

Girls Preparatory Charter School of the Bronx
681 Kelly Street, Room 205
Bronx, New York 10455

The following people will help you to access the records.

1. Agency officials who have been authorized to make records available in the past
2. Records Access Officer: Cristina Arjona, Administrative Assistant
3. Maria Vaz, Director of Operations, ES; Kori Ricketts, Director of Operations, MS

Girls Preparatory Charter School of the Bronx
681 Kelly Street, Room 205
Bronx, New York 10455

If you are denied access to a record, you may appeal to the following (person/body):

Emilee Christopher, Chief of Staff
Public Prep Network
192 E 151st Street, 1st Floor
Bronx, New York 10451
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FOIL Regulations

It is the policy of Girls Preparatory Charter School of the Bronx (the “School”) to furnish to the public the
information and records required by the Freedom of Information Law (“FOIL”) constituting Article 6 of
the Public Officers Law (“POL”).

Procedures

1. Designation of Records Access Officer; duties
a. The School is responsible for insuring compliance with FOIL. All FOIL requests received

by staff should be forwarded to the School Records Access Officer at the Girls
Preparatory Charter School of the Bronx address.

b. The Records Access Officer is responsible for ensuring that the School appropriately
responds to requests for access to its records. The Records Access Officer shall ensure
that the following actions are taken:

(1) maintaining a current and reasonably detailed list by subject matter of all
records in the possession of the School, whether or not available under
POL § 87(2);
a. the subject matter list shall be sufficiently detailed to permit

identification of the category of the record sought; and
b. the subject matter list shall be updated not less than twice each

year;
(2) assisting the requester in identifying requested records, if necessary;
(3) locating the records and making a determination as to whether access will

be granted in whole or in part; and
a. making available for inspection those records that are required

to be produced by law subject to redactions appropriate under
law; or

b. denying access to the records in whole or in part, with a written
explanation.

(4) The Records Access Officer may make available a copy of a requested
record upon payment or the offer to pay established fees, in accordance
with section 6, below.

(5) Upon request, the Records Access Officer will certify that a record is a true
copy, or obtain such certification.

(6) Upon failure to locate records, the Records Access Officer will certify that:
a. the School is not the custodian for such records; or
b. the records of which the School is a custodian could not be

found after a diligent search.

2. Location of records

Public records may be made available for inspection at Girls Preparatory Charter School of
the Bronx

3. Hours for public inspection

Written requests for public access to records shall be accepted and records produced during
the School’s regular business hours, which are: 8:00 a.m. until 4:00 p.m., Monday through
Friday, excluding school and legal holidays.
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4. Requests for access to records
a. A written request for records is required.
b. Every request for records that is received by any School employee must immediately be

forwarded to the Records Access Officer for the latter’s response. School personnel
other than the Records Access Officer are not authorized to respond to requests for
records under FOIL, whether orally or in writing.

c. A request must reasonably describe each record being requested. Whenever possible, a
person requesting records should provide information, including the date of the records,
which will identify the records being requested.

d. Pursuant to POL section 89.3, within five (5) business days of receipt of a FOIL request,
the Records Access Officer will respond to that request, provided it has reasonably and
with particularity described the record being sought as follows:

(1) if the request will be granted in whole or in part, a statement to that effect
including, if practicable, a copy of the requested record; or

(2) if the request will be denied, a written explanation of the reason for
denial; or

(3) if a decision regarding the request has not yet been made, an
acknowledgment of the request and a statement of the approximate date
when it is anticipated that the request will be decided, which date shall be
reasonable under the circumstances of the request, and, where
appropriate, a statement that the request will be determined in
accordance with subdivision 89(5) of the POL (trade secret and critical
infrastructure information).

(4) If the School determines to grant a request in whole or in part, and if
circumstances prevent disclosure within twenty (20) business days from
the acknowledgement of the receipt of the request, the letter from the
School shall state a) the reason for the inability to grant the request within
twenty (20) business days, AND b) a date certain within which the request
will be granted in whole or in part. (POL § 89(3) as amended by Ch. 22 of L.
2005).

5. Denial of access to records; appeals
a. Denial of access to records shall be in writing, shall state the reason and shall advise the

requester of the right to appeal. Any person denied access to a record may make an
appeal in writing to the School within thirty (30) days of receipt of denial of access.

b. If a response to a request for records is not made in a timely manner, as required by
section 4(D) of these procedures, pursuant to the POL, such lack of response shall
constitute a denial of access.

c. The State University of New York Charter Schools Institute, located at the address below,
has been designated to receive and determine appeals regarding denial of access to
School records under FOIL:

State University of New York Charter Schools Institute
74 N. Pearl Street, 4th Floor
Albany, New York 12207
Attn: FOIL Appeals Officer

d. The time period within which the records access appeals officer must decide an appeal
shall commence upon receipt of a written appeal specifying:

(1) the records to which the requester was denied access;
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(2) whether the denial of access was in writing or due to failure to provide
records promptly as required by section 4(D); and the name and return
address of the requester.

e. Pursuant to POL § 89.4, the records access appeals officer shall:
(1) fully explain in writing the reasons for further denial or provide access to

the records to the requester within ten (10) business days of receipt of the
appeal; and

(2) cause to be transmitted to the Committee on Open Government a copy of
each appeal received. The Committee on Open Government, which is a
division of the New York State Department of State, is located at 41 State
Street, Albany, New York 12231.

f. The records access appeals officer shall inform in writing the appellant and the
Committee on Open Government of his or her determination.

6. Fees
a. No fee will be charged for inspection of records, search for records, or any certification

of records pursuant to FOIL.
b. For requests involving 10 pages or more of records, a copying fee of $0.25 per

photocopy page will be charged.

7. Public notice

A notice containing the name and address of the Records Access Officer and the name and
address of the records appeals officer, along with the location where records can be seen or
copied, will be posted in a conspicuous location where School records are stored (copy
attached).
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Information Subject Matter List

The following is a list of records maintained as well as their locations.

Type of Record Location

Student files School main office

Student health records School main office

Special education and ELL files School main office

Finance records – checks, purchase orders, payroll
information, budgets, receipts

School main office

Staff HR files School main office

Accountability documentation and charters Public Prep Network
441 East 148th Street
Bronx, New York 10455

Fundraising and Development files Public Prep Network
441 East 148th Street
Bronx, New York 10455

Curriculum and assessment information Classrooms, School main office

Student access records Classrooms, School main office
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