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Records Maintenance and Release
804.1 PURPOSE AND SCOPE
This policy provides guidance on the maintenance and release of office records. Protected
information is separately covered in the Protected Information Policy.
804.1.1 DEFINITIONS
Definitions related to this policy include:
Confidential Data on Individuals - Data classified as confidential by state or federal law and
that identifies individuals and cannot be disclosed to the public or even to the individual who is
the subject of the data (Minn. Stat. 13.02, Subd. 3).
Corrections and Detention Data - Data on individuals created, collected, used or maintained
because of their lawful confinement or detainment in state reformatories, prisons and
correctional facilities, municipal or county jails, lockups, work houses, work farms and all other
correctional and detention facilities (Minn. Stat. 13.85, Subd. 1).
Data on Individuals - All government data in which any individual is or can be identified as the
subject of that data, unless the appearance of the name or other identifying data can be clearly
demonstrated to be only incidental to the data and the data is not accessed by the name or
other identifying data of any individual (Minn. Stat 13.02, Subd. 5).
Government Data - Data collected, created, received, maintained or disseminated by this office
regardless of its physical form, storage media or conditions of use (Minn. Stat 13.02, Subd. 7).
Private Data - Data classified as private by state or federal law and that identifies individuals
that are only available to the individual who is the subject of the data or with the individual’s
consent (Minn. Stat. 13.02, Subd. 12).

804.2 POLICY
The Watonwan County Sheriff’s Office is committed to providing public access to records and
data in a manner that is consistent with the Minnesota Government Data Practices Act
(MGDPA) and Official Records Act (Minn Stat. 15.17).

804.3 CUSTODIAN OF RECORDS RESPONSIBILITIES

The Sheriff shall designate a Custodian of Records. The responsibilities of the Custodian of
Records include, but are not limited to:
(a) Managing the records management system for the office, including the retention,
archiving, release, and destruction of office date (Minn. Stat 15.17; Minn. Stat 138.17,
Subd. 7).
(b) Maintaining and updating the office records retention schedule including:
1. Identifying the minimum length of time the office must keep data.
2 Identifying the office division responsible for the original data.
(c) Establishing rules regarding the inspection and copying of office data as reasonably
necessary for the protection of such data.
(d) Identifying data or portions of data that are confidential under state or federal law and
not open for inspection or copying.
(e) Establishing rules regarding the processing of subpoenas for the production of data.
(f) Ensuring a current schedule of fees for public data as allowed by law is available.
(g) Ensuring the posting or availability to the public a document that contains the basic
rights of a person who requests government data, the responsibilities of the office and
any associated fees (Minn. Stat. 13.025).
(h) Ensuring data created by the office is inventoried and subject to inspection and release
pursuant to lawful requests consistent with the MGDPA requirements (Minn. Stat 13.03,
Subd. 1).
804.4.1 REQUESTS FOR RECORDS
The processing of requests for data is subject to the following:
(a) A person shall be permitted to inspect and copy public government data upon request
at reasonable times and places and shall be informed of the data’s meaning if requested
(Minn. Stat. 13.03, Subd. 3).
1. The office may not charge or require the requesting person to pay a fee to inspect
data. Inspection includes, but is not limited to, the visual inspection of paper and
similar types of government data. Inspection does not include printing copies,
unless printing a copy is the only method to provide for inspection of the data (Minn.
Stat. 13.03, Subd. 3(b)).

(b) Government data maintained by this office using a computer storage medium shall be
provided in that medium in electronic form, if a copy can be reasonably made. The
office in not required to provide the data in an electronic format or program that is
different from the format or program in which the data is maintained (Minn. Stat 13.03,
Subd. (3)).
(c) The office is not required to create records that do not exist.
(d) The Custodian of Records or designee processing the request shall determine if the
requested data is available and, if so, whether the data is restricted from release or
denied. The Custodian of Records or designee shall inform the requesting person of the
determination either orally at the time of the request or in writing as soon after that
time as reasonably possible. The Custodian of Records or designee shall cite the specific
statutory section, temporary classification or specific provision of state or federal law on
which the determination is based. Upon the request of any person denied access to
data, the denial shall be certified in writing (Minn. Stat 13.03, Subd. 3 (f)).
(e) When the record contains with release restrictions and data that is not subject to
release restrictions, the restricted data shall be redacted and the unrestricted data
released.
1. A copy of the redacted release should be maintained in the case file for proof of
what was actually released and as a place to document the reasons for the
redactions.

