ATLANTIC COUNTY MUNICIPAL JOINT INSURANCE FUND

POLICY REGARDING REQUESTS

FOR

INSPECTION AND COPYING OF DOCUMENTS
Adopted October 15, 2003 

In compliance with the provisions of the New Jersey Open Public Records Act, it is appropriate for a policy to be established regarding access to records of the Atlantic County Municipal Joint Insurance Fund.

This document constitutes the policy for access to records of the Atlantic County Municipal Joint Insurance Fund.

Custodian of Records:
The Executive Director of the Atlantic County Municipal Joint Insurance Fund is hereby designated as the Custodian of Records in accordance with the requirements of the Open Public Records Act.  In the absence of the Executive Director, the Account Executive for the Atlantic County Municipal Joint Insurance Fund is designated as the Acting Custodian of Records for purposes of compliance with the Open Public Records Act.

There are two primary types and/or sources of information that are involved:

I. Requests for information relating to the Joint Insurance Fund’s administration (such as minutes, financial records, resolutions, correspondence and so forth); and

II. Requests for information and documents held by member municipalities.

What follows is a policy for each set of circumstances that should be relatively simple to implement.

I.
REQUESTS FOR INFORMATION AND RECORDS FROM THE FUND

A. REQUESTS

All requests should be made in writing to the Fund Administrator, at the offices of the Fund Administrator and should specify with as much detail as possible, that which the applicant desires to inspect or copy.  If the request is directed to an officer or appointee of the Fund (Solicitor, Safety Director, Treasurer, etc.) then the request should be forwarded to the Fund Administrator as the official Custodian of Records.  A form for the submission of requests under the Open Public Records Act is attached.  A written communication, such as a letter or fax, which includes the information requested on the form is an acceptable substitute.  It is essential that the document or record requested be sufficiently identified in the request. 

B. ACTION ON REQUESTS

The Fund Administrator should have the discretion as to whether or not to honor the request without the involvement of the Fund Solicitor.  Requests for items such as budgets, minutes of meetings and so forth, should be honored routinely as required by the Open Public Records Act.  Where there are questions about the appropriateness of the request, it should be discussed with and/or forwarded to the Fund Solicitor.  All requests must be responded to within seven (7) business days by either the production of the record requested or with a written response that specifies either when the record will be provided or the reason for denying access to the record requested.

C. COSTS

The costs set forth in the Open Public Records Act,  N.J.S.A. 47:1A-2, shall be the costs charged for copies of records.  They are as follows:


Pages 1 through 10………………………………………….$0.75 per page


Pages 11 through 20………………………………………….0.50 per page


All pages over 20……………………………………………..0.25 per page

Where there are extraordinary costs involved in providing the records requested, the actual costs of duplication shall be charged.

II. REQUESTS FOR INFORMATION FROM MEMBER MUNICIPALITIES

A. NON-JIF RELATED MATERIALS

Some information is obviously not related to the Fund, such as tax records, and some, even though it could be related, such as minutes of a Town Council meeting that might concern a dangerous intersection, is so obviously open to public inspection that the municipality should promptly meet its obligations under the Open Public Records Act.  In accordance with the provisions of the Open Public Records Act, the Municipal Clerk serves as the Custodian of Records.  Member municipalities are urged to make provision for regular training of the Municipal Clerk on the requirements under OPRA.  That training should be ongoing as decisions from the Courts and from the Government Records Council have a significant impact on the responsibilities under OPRA and can result in the imposition of fines and the award of counsel fees where the Custodian of Records fails to comply with the OPRA requirements.

B. JIF-RELATED MATERIALS

Any requests for information in the hands of municipal officials that definitely relate to the Fund, whether administrative or factual in nature, should be carefully reviewed.  This is especially important if the requested information is related to a dangerous condition which may exist within the municipality or if the information relates to a claim or a potential claim against the municipality.  The response to the request should be as narrow as possible within the confines of the law.  If the request is made by one of the Fund defense attorneys, however, pursuant to the defense of a member, then the request should be complied with without having to go through the Solicitor.  Communications with the municipal insurance carrier, i.e., the JIF, are not considered to be public records under OPRA.  That includes reports on the condition of property, reports on accidents, etc.  Where municipal officials have copies of confidential reports from the JIF those reports retain their confidential nature.  Persons requesting copies of JIF materials should be directed to submit their request to the JIF.

C. COSTS

Each member municipality is reminded of the limits on what it can charge for copies of records, as set forth in N.J.S.A. 47:1A-2.

Atlantic COUNTY MUNICIPAL JOINT INSURANCE FUND
P.O. Box 488
Marlton NJ 08053
REQUEST FOR ACCESS TO RECORDS
FOR JIF USE ONLY
Date Request Received:

 

Date Response Provided:

 

SEE INSTRUCTIONS BELOW
Name:

 

Address:

 

Telephone [Day]

 

Information Requested:

[
]
Minutes, Agendas, Resolutions (Specify Date and Subject for Identification):




[
]
Other  [specify]

 

A request for a copy of records should be submitted on this form which has been adopted by the Custodian of Records for requests related to the Atlantic County Municipal Joint Insurance Fund.  Some records will be immediately available during normal business hours.  Some records will require time to locate and to make any copies requested, but will normally be available during normal business hours and within seven (7) business days.  If any document or copy which has been requested is not a public record or cannot be provided within the seven (7) business days, you will be provided with a response with that information within the seven (7) business days. There is no fee involved in simply inspecting a document during normal business hours.  This request may be filed electronically.  In general:

•
Except as otherwise provided by law or regulation, the fee assessed for the duplication of a printed record shall be: first page to tenth page, $0.75 per page; eleventh page to twentieth page, $0.50 per page; all pages over twenty, $0.25 per page.

•
Where a request is for a copy in a format other than a photocopy, reasonable efforts will be made to provide the information in the format requested.  The cost will be based on the costs of producing the format requested.  

•
Where a legal determination must be made as to whether records are "public records" as provided by law, the request will be reviewed by the Fund Attorney.

The term "public records" generally includes those records determined to be public in accordance with N.J.S.A. 47:1A-1.  The term does not include personnel files, investigation records, attorney communications, or other matters in which there is a right of privacy or confidentiality or which is specifically exempted by law.

The Applicant hereby acknowledges receipt of a copy of this form with the date on which the information is expected to be available and the estimated cost.  The applicant hereby certifies that he or she is not seeking government records containing personal information pertaining the victim or the victim's family for any matter in which the applicant has been convicted of any indictable offense under the laws of this State, any other state or the United States as provided by  N.J.S.A. 47:1A-1 et seq., 

The information requested will be ready on 

 
Estimated Number of Pages

 

Estimated Cost

 

Deposit            

 

Applicant

Fund Official

Date:  
 
Date:  
 
PUBLIC RECORDS REQUEST RESPONSE

TO 
:  


 

DATE
:  


 

The document or documents listed below and requested by you are not being provided because the document or documents are not public records as provided by law, for the following reason:

You have a right to appeal the decision that the document or documents are not public records.  You may take your appeal to the Government Records Council or to the New Jersey Superior Court, as provided by N.J.S.A. 47:1A-1 et seq..  If your request has been denied, a statement of the procedures for the appeal will be attached.

Date: 




 




JIF Custodian of Records

ACKNOWLEDGMENT

I hereby acknowledge that I have received the documents requested except for any documents specifically listed above on which a determination has been made that the documents will not be provided.  If any documents have not been provided, I have received information on the procedures for any appeal of the determination.

Date:  



 



Applicant
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