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The La Puente Valley Regional Occupational Program is a public school/agency.  As a public agency, information about virtually all of its operation are open to the public.  The obligation of the staff is to provide information to the public in an open, systematic and equitable manner.  This administrative regulation is intended to provide direction to staff in a manner in which the Board and superintendent desire this be carried out.

Personnel Information
Personnel information about a specific individual is protected as private property under both state and federal law.

•
The superintendent, personnel administrator and personnel clerk of necessity have complete access to all personnel files.  Such access and ready dialogue - while conducted behind closed doors and held in confidence - is essential for the management of the personnel process.  In a slightly different manner, selected members of the educational division or the business division will deal with specific information on specific individuals with the superintendent and personnel staff as a necessary part of the selection, evaluation, training and discharge of employees.

•
Individuals who serve on screening committees for the selection of new employees of La Puente Valley ROP become privy to specific items of information about potential employees.  Much of this information as private property of the individual must be held in confidence by the members of the screening committees.  Furthermore, ethical practice in personnel work generally holds that the information revealed to screening committee members - such as test scores and rank orders on recommendations - are also to be held in confidence.  All items coming out of a personnel screening process would be placed in La Puente Valley ROP personnel files and made available only to the superintendent, staff members so designated as essential to an effective screening process and the Joint Board of Trustees at the request of the majority.

•
The Joint Board of Trustees acting in majority has access to all personnel information, including all specifics on all employees.  Such information is by law dealt with in closed session and held in confidence by the Board as a whole and the individual members.

Requests for Information by Joint Board of Trustees Members

Requests for information by members of the Joint Board of Trustees are to be responded to by staff on requests when that information is available through simple recall or ready reference to materials easily accessible in the files.  Such requests for information by individual board members are to be promptly reported to the superintendent who will in turn determine whether 

La Puente Valley Regional Occupational Program
3007AR

Responding to Request for Information
Page 2

Requests for Information by Joint Board of Trustees Members (continued)
or not such information should be subsequently supplied to all board members or shall confer with the President on the availability of providing the same information to all board members.  Information requests by board members which require a search which is more than pulling from a file, and all requests for compilation and analysis of information, are to be referred to the superintendent who will take up the matter with the board president.

Requests From Participating District Board Members

Requests for information by board members from the participating districts, who are not currently on the Joint Board of Trustees, are to be automatically referred to the superintendent’s office for response.  The superintendent will select the time and manner for requesting that the district board member work through the elected member to the Joint Board of Trustees.

Requests From The Media

All requests for information shall be directed to the superintendent for disposition.

Requests from the media may be treated as an exception to the fee schedule and timelines in that the superintendent will give these a higher priority in the spirit of providing the information to the general public in a timely manner through the media request.

Requests For Information By The General Public

All requests by the general public are to be directed to the superintendent using Form A as attached.  A written request for information from the public will be honored by the superintendent without the completion of Form A when in his/her judgement the required information has been included in the written request.  Persons calling in requests are to be sent Form A for them to complete and return.  Upon return receipt of Form A, it is to be brought immediately to the superintendent and the requested information and timeline will be established for the delivery to the individual.  Example timelines:  items which are readily available such as current year information of a fiscal or programmatic nature could readily be made available within ten (10) working days.  Information requests which require compilation and analysis by staff and or which are extensive in nature will be directed to the board president by the superintendent at his/her discretion with a recommendation to determine the extent to which compilations and analysis will be made and the time table of delivery.  Requests for duplicated material shall be billed on a per page basis calculated at .25¢ per page.  The superintendent may waive fees for amounts under $2.00.

FORM  A

Request For Information About La Puente Valley ROP

Person taking request: 









Date: 













Day

Month


Year


Time

Specifics of the request: 









Requested by: 










Address: 











Phone: 











Disposition of request


Superintendent


Assistant Superintendent, Educational Services


Assistant Superintendent, Business Services


Supervisor, Personnel Services 

