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I. Purpose.

The Duluth Public Schools Academy, Charter School District 4020-07 has
adopted this policy in order to meet its obligations under Minn. Stat. § 124E.03,
subd. 5, and the Minnesota Government Data Practices Act (MNGDPA). This
policy serves to outline how the public and data subjects can request access to
data collected, received, stored, and disseminated by DPSA. Moreover, this
policy outlines how DPSA will handle MNGDPA data requests.

II. Right to Access Public Data.

Pursuant to the MNGDPA, individuals have the right to inspect or view data that
is collected, received, stored, or disseminated by DPSA, unless the data in
question is properly classified as private or confidential. Any individual requesting
access to public data has the right to access that data free of charge. If an
individual requests copies of the data, DPSA may collect a fee for the costs
associated with the request, including the costs associated with retrieving the
data.

III. How to Make a Public Data Request.

In order for an individual to obtain access to DPSA’s data, the individual must
submit a written request to the Compliance Official listed below. The request
must include:

1. A statement that the person is making a request under the MNGDPA;
2. A statement outlining whether the person is seeking to inspect the data,

copies of the data, or both; and
3. A specific description of the data the person would like to inspect and/or

have copied.

IV. How DPSA Will Respond to a Public Data Request.

Upon receiving a public data request the Compliance Official or their designee
shall review and assess the request. If DPSA does not have the data that is
requested it will notify the requestor as soon as reasonably possible. If DPSA
does have the data requested, but it is not public data, it will inform the requestor
as soon as reasonably possible. In the event that the data requested is not
subject to public disclosure under the MNGDPA, DPSA will also state the basis
for its denial of the request.



If DPSA has the data requested and has determined that it is publicly obtainable,
it will inform the requestor as soon as reasonably possible and specifically
respond to the requested method to obtain the data in one of the following ways:

1. If the requestor sought to inspect the data, DPSA will speak with the
requestor to arrange a time and place to do so, or

2. If the requestor sought copies of the data, DPSA will provide them to the
requestor.

The MNGDPA does not require DPSA to create or collect new data if DPSA does
not already have the data. DPSA also is not required to provide the data in a
requested form or arrangement if DPSA does not maintain the data in the
requested form or arrangement. An example of this would be if the requestor
sought the data in an electronic format, but DPSA only maintains paper copies,
DPSA is not required to convert the paper copies to an electronic format.

IV. Summary Data Requests.

Summary data refers to any statistical records or reports of confidential
information that are prepared in a manner where all identifiers are removed.
DPSA will prepare this information if requested, but the requestor will be
responsible for the cost of preparing the summary of the data. Upon receiving a
summary data request, DPSA will respond as soon as reasonably possible as to
when the data will be ready and what the cost will be.

V. Costs Associated with Public Data Requests.

As stated above, DPSA is not permitted to charge a requestor under the
MNGDPA if they wish to inspect data. However, DPSA may charge a requestor if
they wish to obtain paper copies of the data.

Pursuant to Minn. Stat. § 13.03, subd. 3(c), for 100 or fewer copies in black and
white, letter or legal sized paper, the charge is $0.25 per one-sided copy and
$0.50 per two-sided copy. For anything over 100 copies, DPSA is permitted to
require the requesting party to pay the actual costs of searching for and retrieving
the data, including the cost of employee time, and for making, certifying, and
electronically transmitting the data. DPSA will not charge a requesting party for
separating public from nonpublic data.

As previously mentioned, if DPSA is requested to prepare summary data, it will
charge for the cost required for an employee to prepare the summary data. The
cost will be determined based on the lowest hourly wage of an employee in the
relevant department who is capable of preparing the data. DPSA will also charge
for any costs related to materials needed such as CDs, DVDs, or mailing costs.



Importantly, no copies of documents or requested information will be provided
until any fees that are required have been paid by the requestor.

VI. Rights of Data Subjects.

This section pertains to individuals whose personnel information is stored by
DPSA. Any individuals asked to supply private or confidential data concerning
themselves shall be informed of:

1. The purpose and intended use of the data collected;
2. Whether they may refuse or is legally required to supply the data;
3. Possible consequences of supplying or refusing to supply requested

information; and
4. The identity of persons or entities authorized by state or federal law

to receive the data.

Further, upon request to the Responsible Authority list below or their designee,
an individual shall be informed if they are the subject of stored data on individuals
and whether it is classified as public, private, or confidential under the MNGDPA.
Upon request, an individual will also be shown the data they are subject to for no
charge.

Additionally, the MNGDPA requires us to protect personal data. DPSA has
established appropriate safeguards to ensure that personal data is safe. In the
unfortunate event that we determine a security breach has occurred and an
unauthorized person has gained access to personal data, DPSA will notify all
affected persons as required by law.

VII. Data Practices Contacts.

Responsible Authority / Data Practices Compliance Official
Bonnie Jorgenson
North Star Academy, 3301 Technology Drive, Duluth, MN 55811
Phone: (218)728-9556, ext. 5000
Fax: (218)728-2075
Bonnie.Jorgenson@duluthedison.com

Data Practices Designee(s)
Barb Juntune
North Star Academy, 3301 Technology Drive, Duluth, MN 55811
Phone: (218)728-9556, ext. 5006
Fax: (218)728-2075
Barb.Juntune@duluthedison.com


