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INTRODUCTION

The records that Florida's state and local government agencies keep in the
course of carrying out their duties and responsibilities are public records. Public
records are different from records of businesses and private organizations
because Florida law requires public records to be readily accessible and
available to the public upon request. All employees must ensure that public
records in their custody are maintained and accessible as required by Florida
Laws. Employees and agencies do not have the authority to withhold records
deemed “sensitive.” The only records that can be withheld from public disclosure
are those specifically designated by Federal Law or by Florida Statutes as
confidential or exempt.

The purpose of this policy is to provide City employees with the information and
procedures necessary to understand and carry out their responsibilities under the
Florida public records law.

Good records management provides that information is available when and
where it is needed, in an organized and efficient manner, and in an appropriate
environment,



GENERAL PROVISIONS

A records management policy will affirm the public's right to access municipal
records of the City of St. Pete Beach and set forth the procedures that will
facilitate accessibility of information. The policy will ensure the economic and
efficient management of information, set guidelines for on-going training., and
establish fees levied by the City to cover the cost of responding to public records
requests.

The benefits of an effective records and information management program
include compliance with legal retention requirements, protection of vital records,
control over the creation of new and/or duplicate records, faster retrieval of
information, fewer lost or misfiled records, and the reduction of expenditures for
space needs and records filing equipment.

This policy will apply to all employees and officers of the City, including all
members appointed to citizen advisory boards and committees.



RECORDS RETENTION SCHEDULE

Florida Statutes authorizes the Florida Department of State to establish records
retention schedules which identify and describe a record series and to establish a
minimum period of time for which records must be retained before final
disposition of the records. Every record series must have an approved retention
schedule in place before records from that series can be destroyed or otherwise
disposed. Retention and disposition requirements stated in records retention
schedules are based upon the administrative, legal, fiscal, and historical value of
each records series.

Retention values, determined by the State of Florida, are determined by the
nature, content, and purpose of the record series and not by the physical format
(paper, electronic, microfilm, etc.) in which the series resides.

There are two types of retention schedules: General Records Schedule and
Individual Records Schedules. A General Records Schedule establishes
retention requirements for records common o government agencies while an
Individual Records Schedule establishes retention requirements for records that
are unique to the City.

The City of St. Pete Beach shall utilize the retention schedules as provided by
the Florida Department of State, Division of Library and Information Services,
inctuding:

GS1-SL State and Local Government Agencies
GS3 Election

GS4 Medical Providers (i.e. Fire}

GS8 Fire Departments

G814 Public Utilities

G318 Public Libraries

The Records Management Liaison Officer and Records Coordinators are
responsible for the proper identification and storage of records awaiting
disposition. If there are documents that do not fit into one of the state
established records series, the RMLO shall contact the Division of Library and
Information Services to establish a new records series retention schedule and
ensure the correct disposition of records eligible for destruction.

The City will utilize the services of a records consultant to draft the annual
retention and disposition schedule, which is maintained on the City's Z drive
and/or network drive.

Department directors are responsible for maintaining their active records and
must implement a records system that complies with this policy.



Each Director shall appoint at least one department Records Coordinator. The
department Records Coordinator shall be responsible to:

. QOversee the department’s records system

. Keep an accurate inventory of all public records in accordance with
the State of Florida established retention schedules

. Coordinate the authorized destruction of department records

through the RMLO on an annual basis

The department Director or designated Records Coordinator shall oversee
transfers of original public records between departments.



DisPOSITION OF PuBLIC RECORDS

Section 257.36(6) of Florida Statutes states that a public record may be
destroyed or, otherwise disposed of only in accordance with retention schedules
established by the State. This means that all records must be covered by a
retention schedule before disposition can occur.

The RMLO will coordinate with the Records Coordinator{s) at least once annually
to identify records that have met their retention pericd and are ready for
destruction, as required by the Florida Administrative Code, Rule 18-24.003(10).

The RMLQO will approve and maintain the compieted disposition form. No
records shall be destroyed prior to authorization from the RMLO.

The disposition list is maintained on the City's Z dive and/or network drive for use
as a reference guide throughout the fiscal year. The list shall be compieted by
the Records Coordinators in each department prior to submitting to the RMLO for
final disposition.

The state-approved disposition methods are as follows:

» The most common method of disposing of records is actual destruction.
The City of St. Pete Beach utilizes the shred method through a contractor.
The contractor will provide the city with the total amount of documents and
the equivalent of trees saved by recycling the shredded documents,
assisting the city in maintaining its Green City status.

« For paper records containing information that is confidential or exempt
from disclosure, appropriate destruction methods include burning in an
industrial incineration facility, pulping, pulverizing, shredding or
macerating. High wet-strength paper. paper Mylar, durable medium paper
substitute or similar water repellent papers are not sufficiently destroyed
by pulping and require other methods such as shredding or burning.

» For electronic records containing information that is confidential or exempt
from disclosure, appropriate destruction methods include physical
destruction of storage media such as shredding, crushing or incineration;
high-level overwriting that renders the data unrecoverable; or
degaussing/demagnetizing.

» For other non-paper media containing information that is confidential or
exempt from disclosure such as audio tape, video tape, microforms,
photographic films, etc., appropriate destruction methods include
pulverizing, shredding, and chemical decomposition/recycling.



The City shall not bury confidential or exempt records since burying does not
ensure complete destruction or unauthorized access.

Periodic audits will be conducted by the RMLO to ensure departmental
compliance.

Factors that Might Influence Disposition of Records:

a. Litigation: When a public agency has been nofified or can
reasonably anticipate that a potential cause of action is pending or underway,
that agency should immediately place a hold on disposition of any and all
records related to that cause. Legal counsel should inform the RMLO and/for
Records Custodian(s) when that hold can be lifted and when the records are
again eligible for disposition.

b. Public Records Requests: According to Section 119.07(1) (h),
F.S., the custodian of a public record may not dispose of a record “for a period of
30 days after the date on which a written request to inspect or copy the record
was served on or otherwise made to the custodian of public records by the
person seeking access to the record. If a civil action is instituted within the 30-
day period to enforce the provisions of this section with respect to the requested
record, the custodian of public records may not dispose of the record except by
order of a court of competent jurisdiction after notice to all affected parties.”

c. Accreditation Standards: Some public agencies receive national
or statewide accreditation or certification by professional societies, organizations
and associations. In an effort to enhance the professionalism of their members,
these groups may place more stringent recordkeeping requirements on public
agencies than those mandated under state or federal law. Agencies may
therefore choose to maintain their records for a longer period of time than
required by established records retention schedules in order to meet
recordkeeping requirements for accreditation. However, records cannot be
dispased of before the minimum retention period dictated by the records
retention schedules, even if the accrediting organization requires a shorter
retention period.

d. Records in Support of Financial or Performance Audits: These
records should be retained in accordance with the following guidelines provided
by the Florida Office of the Auditor General: Records must be retained for at least
three fiscal years (most financial records must be retained for a minimum of five
fiscal years in accordance with guidelines of the Department of Financial
Services and the Office of the Auditor General). If subject to the Federal Single
Audit {pursuant to 31 USC, Section 7502, and OMB Circular A-133, Audits of
States, Local Governments, and Non-Profit Organizations, Subpart &) or other
federal audit or reporting requirements, records must be maintained for the
longer of the stated retention period or three years after the release date of the




applicable Federal Single Audit or completion of other federal audit or reporting
requirements. Finally, if any other audit, litigation, claim, negotiation, or other
action involving the records has been started before the expiration of the
retention period and the disposition of the records, the records must be retained
until completion of the action and resolution of all issues which arise from it.
However, in no case can such records be disposed of before the three fiscal year
minimum. The Records Management Program does not track or maintain
information on which audits apply to which records in which agencies. Different
agencies are subject to different types of audits at different times, and each
agency is responsible for knowing what audits might be conducted and retaining
needed records for that purpose. For instance, some agencies might be subject
to the Federal Single Audit, while others are not. In general, any records relating
to finances or financial transactions might be subject to audit. Audits may be
conducted by the Florida Auditor General, independent public accountants, or
other state or federal auditors, as well as grant funding agencies and national or
statewide professional accreditation or certification groups. Your finance office,
your legal office and the Auditor General's Office are good sources of information
regarding which specific records your agency should retain for audit purposes.

e. Federal, state, or local laws and requlations: In rare instances,
laws, rules or regulations for specific agencies or specific types of records might
require a longer retention than indicated in general records schedules,
particularly with newly enacted laws. Agencies should be aware of all laws and
regulations relating to their records and recordkeeping requirements and should
submit a Request for Records FLORIDA DEPARTMENT OF STATE
BASICS OF RECORDS MANAGEMENT HANDBOOK 23 Retention Schedule
when such requirements are not already reflected in existing retention schedules.
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DisPOSITION PROCEDURE

The following steps outline the procedure for the disposition of records:

1.

10.

The City Clerk will request the Records Consultant to draft the
upcoming fiscal year disposition list and place it on the Z drive for a
reference guide.

The Records Coordinator in each department will inventory and
identify records in his/her respective department and complete the
draft disposition list. A disposition label will be affixed to the side of
each box of records indicating the department, type of document(s),
retention and destruction date.

The RMLO will meet with the Records Coordinator of each
department to finalize their disposition lists.

The Records Coordinator in each department shall transfer all
records to the City Clerk's Office in preparation for dispasition.

The RMLO will compile information from all dispositions lists, check
the boxes for compliance, and coordinate the disposition.

The annual disposition shall be by shredding conducted by a
licensed, bonded and insured company.

Once the disposition is completed, the RMLO will take receipt of the
cerification of destruction document and attach it to the State of
Florida Compliance Statement.

The RMLO will complete the Records Management Compliance
Statement, obtain the necessary signatures, and submit the form to
the State of Florida for fulfillment purposes. This will finalize the
fiscal year record keeping set by the State of Florida.

A copy of the Compliance Statement will be kept on file in the City
Clerk's Office during its retention period.



PuBLIC RECORDS REQUESTS

In order to understand the vital role of records management in the State of
Florida, a basic understanding of the public records law is necessary. Florida
has a long tradition of open government and access to public records with laws
that have been in effect since 1909. Chapter 119 of the Florida Statutes contains
specific provisions covering the definition, access and exemptions for records.

A public record is defined by Chapter 119 of the Florida Statutes as, “aff
documents, papers, letters, maps. books, tapes, photographs. fiims, sound
recordings, data processing software, or other material, regardiess of the
physical form, characteristics, or means of transmission, made or received
pursuant to law or ordinance or in connection with the fransaction of official
business by any agency.”

The Florida Supreme Court further defined public records as, “any material
prepared in connection with official agency business which is intended (o
perpetuate, communicate, or formalize knowledge of some type.” Therefore, any
document meeting these criteria is a public record regardless of whether it is in
final form or is designated by the City of St. Pete Beach as a “draft,” "working
copy,” or “preliminary version.” If the City has circulated a “draft” for review,
comment, or informational purposes, that "draft” is a public record.

Further. in considering the definition of a Public Record, it is critical to understand
format, media type or duplication does not affect the public record status of
information created or received by a public agency.

The City of St. Pete Beach shall respond to all requests for public records
efficiently and accurately, and in full compliance of the provisions the State.

A public records request may be made to any city employee
Requestors are not required to:

— ldentify themselves

— Submit a request in writing

— Provide contact information

— Provide a reason for the request

- Provide information on how the records will be used

An agency is not required by law to generate or create documents in response to
requests for records nor is the agency representative required to answer
questions about the information provided; it is solely required to provide the
documents on file. There is no requirement to consclidate information into a
report to satisfy a request for public records.



The City must acknowledge if a record does not exist.

The Records Management Liaison Officer, Records Coordinator or Director shall
supervise the in-person inspection of a public record to prevent removal,
alteration or destruction of a record. The review of records shall be
accomplished in an open environment.

The RMLO and the City Attorney shall review public record requests pertaining to
pending litigation.

In the event the requesting party is a candidate for municipal office, the
information will be provided free of charge to all candidates. If, however, the
request is extensive (as listed under definitions) and the production of the
information exceeds .25 hour. the specified fees will be assessed. All records
provided to candidates shall be coordinated through the Office of the City Clerk.



Fee Schedule

The City will establish a fee schedule in accordance with Florida law, including
the imposition of a special charge if the nature or volume of a public record
request requires extensive use of resources. Payment in the form of cash or
check made payable to the City of St. Pete Beach are accepted.

$.15 (fifteen cents) per one-sided copy (black & white and color);
$.20 (twenty cents) per two-sided copy (black & white and color);
$5.00 per compact disk or flash drive

$1.00 per certified copy of a public record

Imaged document such as maps, plans, etc., are cost of duplication
Special Service Charge is hourly rate plus benefits of each
employee.

» Deposit, when an extensive fee is warranted, will equal one-half of
the estimated charge



DEFINITIONS

Active Records: Records that have sufficient administrative, fiscal, legal or
historical value to warrant their continued storage in an easily accessible area
{e.g., office area).

Actual cost of duplication: the cost of the material and supplies used to
duplicate a public record. This does not include Special Service Charges.

Agency: any state, county, district, authority, or municipal officer, department,
division, board, bureau, commission, or other separate unit of government
created or established by law including, for the purposes of this chapter, the
Commission on Ethics, the Public Service Commission, and the Office of Public
Counsel, and any other public or private agency, person, partnership,
corporation, or business entity acting on behalf of any public agency.

Custodian of public_records: the elected or appointed state, county, or
municipal officer charged with the responsibility of maintaining the office having
public records, or his or her designee.

Data processing scftware: the programs and routines used to employ and
control the capabilities of data processing hardware, including, but not limited to,
operating systems, compilers, assemblers, utilities, library routines, maintenance
routines, applications, and computer networking programs.

Disaster Preparedness: Policies and procedures for preventing, responding to,
and assessing and recovering from the damage resulting from a natural or man-
made disaster or emergency situation, including the systematic identification of
those records that are vital to an agency’'s purpose and operations and a plan to
protect such records.

Disposition: Final actions taken with regard to public records that have met all
retention requirements and are no longer needed for current government
business as indicated in General Records Schedules or Records Retention
Schedules. Disposition may include either destruction of public records or
transfer of public records to the custody of another public agency.

Drafts: Materials that constitute precursors of public records, have not been
communicated or circulated for review or comment, and are not in themselves
intended as final evidence of the knowledge to be recorded. Information in a
preliminary form that is not intended to perpetuate, communicate, or formalize
knowledge of some type and that is fully represented in the final product that is a
“draft” and not a “public record.”



Duplicate (or Convenience) Records: Reproductions of record {master) copies,
prepared simultaneously or separately. which are designated as not being the
official copy.

Electronic records: Any information that is recorded in machine readable form.
(Rule 1B-24.001(3) (e). F.A.C.; Rule 1B-26.003(5) (e), F.A.C.}

Exemption: a provision of general law which provides that a specified record or
meefing, or portion thereof, is not subject to the access requirements of Florida
Statutes Section 119.07(1).

Extensive public records request: [f the nature or volume of public records
requested to be inspected or copied is such as to require extensive use of
information technology and/or clerical resources, or supervisory assistance, in
addition to the actual cost of duplication, a special service charge may be
assessed. This charge shall be reasonable and shail be based on the actual
cost incurred for the labor cost of the information technology, clerical and
supervisory personne| providing the service. [Florida Statutes, Section 119.07(4)

()]

The term “extensive” means more than 15 ({fifteen) minutes expended by
personnel tc complete all tasks defined. [Florida Administrative Code, Rule 1-
2.0031)]

inactive records: Records that have lost some of their value or have been
superseded by new records but have not yet met all of their retention
requirements. These records can be stored off-site until final disposition, They
are sometimes referred to as “semi-active records.”

Information technology resources: Information technology means equipment,
hardware, software, firmware, programs, systems, networks, infrastructure,
media, and related material used to automatically, electronically, and wirelessly
collect, receive, access, transmit, display, store, record, retrieve, analyze,
evaluate, process, classify, manipulate, manage, assimilate, control,
communicate, exchange, convert, converge, interface, switch, or disseminate
information of any kind or form. [Florida Statutes, Section 282.0041(11)]

Intermediate Files/Processing Files: Temporary electronic files used to create,
correct, reorganize. update, or derive output from master data files. Intermediate
files are precursors of public records, and are not, in themselves, public records
which must be retained. Intermediate files only exist provided a final product is
subsequently generated which perpetuates, communicates, or formalizes
knowledge of some type. In the absence of such a final product, processing files
constitute final evidence of the knowledge to be recorded and shall not be
constructed as intermediate files.




Photographing documents: applies to the making of photographs in the
conventional sense by use of a camera device to capture images of public
records.

Photographing public records shall be done under the supervision of the
custodian of public records, who may adopt and enforce reasonable rules
governing the photographing of such records.

Photographing of public records shall be done in the room where the public
records are kept. If, in the judgment of the custodian of public records, this is
impossible or impracticable, photographing shall be done in another room or
place, as nearly adjacent as possible to the room where the public records are
kept, to be determined by the custodian of public records. Where provision of
another room or place for photographing is required, the expense of providing the
same shall be paid by the person desiring to photograph the public record
pursuant to paragraph F.S. 119.07 (4) (e).

The custodian of public records may charge the person making the photographs
for supervision services at a rate of compensation to be agreed upon by the
person desiring to make the photographs and the custodian of public records. If
they fail to agree as to the appropriate charge, the charge shall be determined by
the custodian of public records.

Public _records: all dgcuments, papers, letters, maps, books, tapes,
photographs, films, sound recordings, data processing software, or other
material, regardless of the physical form, characteristics, or means of
transmission, made or received pursuant to law or ordinance or in connection
with the transaction of official business by any agency, except the records which
are exempt under Chapter 119 of the Florida Statutes. If the purpose of a
document is to perpetuate, communicate or formalize knowledge, then it is a
public record.

Record {Master) copy: Public records specifically designated by the custodian
as the official record, (Rule 1B-24.001{3) (j), F.A.C.)

Records inventory. The systematic categorization of records in an agency
conducted to develop or identify appropriate retention schedules for the agency’s
records.

Redact. to conceal from a copy of an original public record, or to conceal from
an electronic image that is available for public viewing, that portion of the record
containing exempt or confidential information.

Reasonable time: for the purpose of this policy, “reasonable time® to provide
access to public records is during normal working hours Monday through Friday,
8.00 am. to 4:30 p.m., excluding holidays. The City will endeavor to
acknowledge all public records requests promptly and respond to such requests




in good faith. A good faith response includes making reasonable efforts to
determine from other officers or employees within the City whether such a record
exists and to respond fully to all public records requests as quickly as possible.

Records Coordinator: An employee of the City designated as responsible for
the coordination of public records activities for his/her respective department.

Records Management Liaison Officer (RMLO): The RMLO is designated by
the Secretary of State and serves as the department’s contact for records
management. The City Clerk is the RMLO. In addition, each depariment shall
appoint a Records Coordinator who will be the RMLO's records contact for that
department. Address all questions, issue or concerns relating to records to the
RMLO.

Retention period: Retention is the minimum period of time for which a record or
record series must be retained before final disposition, based upon the
administrative, legal, fiscal, and historical values of the records series. Records
may be kept longer than the specified time but never less than the scheduled
period.

Special Service Charge: The hourly rate plus benefits of the employee(s)
fulfilling the public records request.

Supporting documents: Public records assembled or created to be used n the
preparation of other records that are needed to trace or explain actions, steps,
and decisions covered in the final copy.

Vital records: Records that are essential to the operations of an agency and/or
to protecting the rights of individuals and that are needed in order to resume the
critical business of the agency after a disaster or emergency, regardiess of
whether they have a permanent, long-term or shor-term retention. Vital records
should be identified during the records inventory process and as part of a
disaster preparedness program.
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