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Open Records Request Policy

IMPORTANT! This document contains important information about your rights, responsibilities
and/or benefits. It is critical that you understand the information in this document, and we will
provide the information in your preferred language at no cost to you. Email the Local EO Officer
Tamara Peachey at eo@greencountryworks.org for assistance in the translation and
understanding of the information in this document.

Telephone Relay Service is available by dialing 711 or (800) 722-0353

PURPOSE: This guidance establishes a local policy on the coordination and delivery of
supportive services, subject to WIOA’s limitations.

The Green Country Workforce Development Board (GCWDB) is the policy and guidance board
for the Workforce Oklahoma system in Oklahoma. We are business leaders with a commitment
to lead a highly skilled, productive workforce in our 18-county area.

The Green Country Workforce Development Board (GCWDB) complies with WIOA’s Equal
Opportunity and Nondiscrimination provisions which prohibit discrimination on the basis of
race, color, religion, sex (including pregnancy, childbirth, and related medical conditions,
transgender status, and gender identity), national origin (including limited English proficiency),
age, disability, political affiliation or belief, or, the basis of citizenship status or participation in a
WIOA Title-1 financially assisted program or activity.

GCWDB is an Equal Opportunity Employer/ Program. Auxiliary aids and services are available
upon request to individuals with disabilities.

Green County Workforce Development Boards Innovation and Opportunity Act Title | program
funding statement can be found at

EO & FUNDING PAGE — Green Country Workforce Development Board
https://www.greencountryworks.org/




GREEN COUNTRY WORKFORCE DEVELOPMENT
BOARD

OPEN RECORDS REQUEST POLICY
Effective Date: July 28, 2026

|. PURPOSE

The Green Country Workforce Development Board (“GCWDB”) is committed to
transparency and accountability in the administration of public funds while protecting
confidential information entrusted to the organization through the Workforce Innovation
and Opportunity Act (WIOA), federal regulations, state law, and other applicable legal
requirements.

This policy establishes procedures for responding to requests for records and identifies
categories of records that are exempt from disclosure.

Il. AUTHORITY

This policy is adopted pursuant to:

e Oklahoma Open Records Act, 51 O.S. §8 24A.1 et seq.

e Workforce Innovation and Opportunity Act (WIOA)

e 20 CFR §683.220 (Safeguarding Personally Identifiable Information)

e Family Educational Rights and Privacy Act (FERPA), where applicable

e Americans with Disabilities Act (ADA), where applicable

e Other applicable federal and state confidentiality laws and regulations

[1l. PUBLIC ACCESS TO RECORDS

GCWODB shall make available for inspection and copying those records required to be
disclosed under applicable law, including but not limited to:

e Board and committee meeting agendas

e Approved meeting minutes

e Board policies

e Budgets and financial reports

e Auditreports

e Contracts and agreements

e Procurementrecords

e Records relating to the receipt and expenditure of public funds



e Otherrecords required by law to be made available to the public

Records shall be provided in accordance with applicable Oklahoma Open Records Act
requirements.

IV. CONFIDENTIAL AND EXEMPT RECORDS

GCWODB shall not disclose records made confidential by federal or state law. Confidential
records include, but are not limited to:

A. WIOA Participant Records

The following records concerning participants, applicants, and recipients of workforce
services are confidential and exempt from disclosure:

e Eligibility determinations

e Applications for services

e Case managementrecords

e Individual Employment Plans

e Supportive service records

e Assessmentresults

e Income verification documents

e Employmentrecords

e Educationalrecords protected by FERPA
e Disability-related information

e Personally identifiable information (PII)

e Participant addresses, telephone numbers, email addresses, and other contact
information

e Participant status reports identifying individual participants
B. Internal Communications Regarding Participants
Internal emails, memoranda, notes, text messages, correspondence, reports, and other
communications discussing participant eligibility, participant status, case management
activities, service delivery, barriers to employment, supportive services, or other

confidential participant information shall be considered confidential to the extent they
contain protected information.

Such records may be withheld or redacted as required by federal or state law.
C. Personnel Records

The following personnelinformation shall be treated as confidential to the extent permitted
by law:

e Social Security numbers



e Home addresses

e Personaltelephone numbers

e Personal cellular telephone numbers
e Personal email addresses

e Medical information

e Insurance information

e Payroll deductions

e Emergency contact information

e Background check information

e Otherinformation protected by law

D. Legal and Investigative Records
GCWDB may withhold:

e Attorney-client privileged communications

e Attorney work product

e Pending litigation materials

e Executive session records

e Records protected by court order

e Investigative records exempt from disclosure by law

V. REDACTION OF RECORDS

When a requested record contains both public and confidential information, GCWDB shall
redact confidential information and provide the remainder of the record when legally
permissible.

Examples of information subject to redaction include:

e Social Security numbers

e Dates of birth

e Participantidentifiers

e Personal contact information

e Medicalinformation

e Protected educational information
e Confidential legal communications

VI. REQUEST PROCEDURES

All requests for records shall be submitted to the Executive Director or designated Records
Custodian.

Requests should include:



e Requestor’s name

e Contactinformation

e Description of the records requested
e Preferred format for receiving records

GCWDB may seek clarification of requests that are unclear or overly broad.
VII. RESPONSE TIME

GCWODB shall respond to requests within a reasonable period of time consistent with the
Oklahoma Open Records Act and the nature of the request.

Complex requests requiring legal review, extensive redaction, retrieval of archived records,
or protection of confidential information may require additional time.

VIII. FEES

GCWDB may assess reasonable fees permitted by Oklahoma law for copying,
reproduction, document retrieval, extensive staff time, or other allowable costs associated
with fulfilling requests.

IX. GOOD FAITH COMPLIANCE

GCWDB shall administer this policy in good faith and in a manner that balances the
public’s right to access records with the organization’s legal obligations to protect
confidential information, participant privacy, personnel information, and privileged
communications.

No record shall be withheld except as authorized by applicable federal law, state law,
regulation, court order, or recognized legal privilege.

X. POLICY REVIEW

This policy shall be reviewed periodically by the Green Country Workforce Development
Board and may be amended as necessary to comply with changes in federal or state law.

Approved by the Green Country Workforce Development Board

Effective July 28, 2026



