NEW YORK CITY CHARTER SCHOOL CENTER

FOIL record request

If your school receives a FOIL record request: Requests are deemed “received” on the first
business day on which they might be viewed. All timing requirements flow from that date.
Records are presumptively subject to disclosure, subject to the following steps:

Step 1: Evaluate whether the request “reasonably describes” the records
sought. See FAQ 16.

Step 2: Subject to Step 3 below (exemptions), the school must, within 5
business days, take up to five possible actions:
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Step 3: Prior to granting or denying any request, determine whether any
requested records are exempt from disclosure. See FAQs 27-35. Exemptions
can be complicated and determining whether they apply might at least
include, but are not limited to, any of the follow 4 possible actions:

Step 4: Determine whether the school may charge any fees in relation to the
disclosure of the records. See FAQs 24-25.

Step 5: The requesting party has 30 days from a denial of a request (in whole
or in part) to file an appeal to the school’s “records appeal officer.” See FAQ
37. If such an appeal is filed, the school must take the following 2 actions:




