
 

HUMAN RESOURCES DEPARTMENT 
600 West Fourth Street 
Davenport, Iowa 52801-1030 
 
Ph: (563) 326-8767   Fax: (563) 328-3285 
www.scottcountyiowa.com 

Date:  September 4, 2012 
 
To:  Dee F. Bruemmer, County Administrator 
 
From:  Mary J. Thee, Human Resources Director/Asst. County Administrator 
 
Subject: Human Resources Policy Updates 
 
 
I am recommending the following changes to the Administration Policies: 
 
General Policy 31 “Public Records and Information” updates the policy to in order to clarify for 
the public that record requests should be directed to me, the Assistant County Administrator.  
Recent inquires have expressed uncertainty about where to direct a records request if the 
individual is uncertain about where the records may be located.  In practice records request  
will not change, Departments will continue to respond to routine and daily requests for public 
records.  But in instances where an individual may not know where a request is to be made or 
it may involve multiple departments, the County will designate an individual to be responsible 
for seeing that the time lines are met in the state code.  This is the current practice, but we 
believe the language change will provide additional clarification.  
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 31.  PUBLIC RECORDS AND INFORMATION  
 
 
 
POLICY 
 
It is the policy of Scott County to assure open public access to all records of 
the County to the extent permitted by the Iowa State Open Records Act and 
Federal Freedom of Information Acts.  Further it is the policy to fairly recover 
costs for the retrieval of said records and electronic data. 
 
 
SCOPE 
 
This policy is applicable to all County offices and departments in a position to 
dispense County collected data. 
 
 
ADMINISTRATIVE PROCEDURES 
 
Open records will be available for public inspection during customary office 
hours of 8:00a.m. to 4:30p.m. Monday through Friday (except holidays).  
The County will make every effort to provide the public with access to public 
records in a prompt and efficient manner. 
 
Scott County shall hereby establish and charge appropriate fees for public 
examination and copying of public records.  Every department shall 
designate a lawful custodian for the public records kept by that department.  
The Assistant County Administrator is the person designated to implement 
the requirements and procedures related to requests for public records.  This 
policy is not intended to preclude routine verbal requests of documents by 
the public or media to staff.  
 
All requests (written or oral) for public records should be filled in compliance 
with state law (i.e. within 10 working days).  Immediate access to records 
may be affected by a good faith effort to: verify the scope of the records’ 
request; locate the specific records requested; and determine whether any 
of the records, or information contained therein, is confidential in nature. If 
the department has a concern about whether the record requested may be 
considered confidential under state law, the lawful custodian should consult 
with the County Attorney’s office.  Confidential records include but are not 
limited to medical records, employee related files, documents concerning 
litigation or claims, and names or addresses of complainants.  Confidential 
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records may be withheld, and confidential information within an otherwise 
open record may be redacted prior to a record’s release for public 
examination and copying. If a confidential record is withheld from 
examination and copying, or confidential information within an otherwise 
open record is redacted, the County will identify the document(s) and cite 
the application provision of law which supports the decision to withhold the 
confidential information from public examination. 
 
Unless a department has a specific policy or fee schedule the following shall 
apply: 
 
  1.  Photo copies: $.25 Per page, after the first 10 pages, plus 
postage if being mailed. 
 
  2.  If staff time is required in excess of 30 minutes for the time 
spent supervising the public examination or to retrieve the requested 
records, the hourly rate calculated annually by the Budget Manager shall be 
used.  If the retrieval requires an extensive search or specially programmed 
computer time the party requesting the documents will be notified in 
advance that the anticipated costs exceed twenty five dollars and require the 
individual to make a deposit. 
 
Departments responsible for responding to the request, with the assistance 
of Information Technology when applicable, are responsible for calculating 
appropriate charges using these guidelines. 
 
 
 
 
 
 
  

 

 
  

 



THE COUNTY AUDITOR'S SIGNATURE CERTIFIES 
THAT THIS RESOLUTION HAS BEEN FORMALLY 
APPROVED BY THE BOARD OF SUPERVISORS ON 
________________. 
          DATE 
 
 
   SCOTT COUNTY AUDITOR 

 
 
 
 

R E S O L U T I O N 
 

SCOTT COUNTY BOARD OF SUPERVISORS 
 

September 13, 2012 
 

APPROVING VARIOUS HUMAN RESOURCES AND GENERAL POLICIES 
 

 BE IT RESOLVED BY the Scott County Board of Supervisors as follows: 
 
 

Section 1.  That General Policy 31. “Public Records & Information” is hereby 
modified to clarify procedures related to state law. 
 
Section 2.  This resolution shall take effect immediately. 
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