
General Request for Records Decision Tree
When the public/an outside agency not working under official authority with HCPSS requests records of any HCPSS 

office, school or employee, the following should be considered in relation to the Maryland Public Information Act (MPIA):

Are the requested 

document(s)/information readily 

available in public reports or online on 

BoardDocs/HCPSS website? 

Deliver records 

promptly

Is there a process in place to produce 

the requested records?

Can the records be produced by your 

office within the timeframe requested?

Would the search for and/or 

preparation of records take 

less than two hours?

Does the MPIA or other law prohibit 

release of any portion of the records?

Process records request per 

established process/as 

requested – make requester 

aware of the option to submit 

an MPIA request

Indicate request will be 

handled in accordance with 

the MPIA – ask requester to 

submit a written request or 

visit mpia.hcpss.org
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Maryland Public Information Act Request Decision Tree

Are the requested records readily available in 

public reports or online on Board Docs/HCPSS 

website? 

Promptly deliver records to 

MPIA Specialist

Does the requested information currently exist 

in a record created or received by HCPSS in 

the course of school system business? Can responsive information be pulled from an existing 

HCPSS database?

Will it take HCPSS staff more than two hours to 

search for, review and prepare responsive records?

Is requester willing to pay fee estimate or 

narrow request to work under two hours?

When a Maryland Public Information Act (MPIA) request is submitted to 

HCPSS, the following considerations will determine the response:

Do any of the responsive records contain 

information that falls under an MPIA exemption?

Indicate when/why records were 

lost or destroyed

Indicate no 

records exist

Supply contact 

information for known 

custodian of records

Indicate pulling data would be 

considered creating a new record

Is the request unclear or overly broad? Is the requester able to clarify or narrow after discussion 

regarding what is available?

Do we know the proper custodian of the requested records?

Was the requested information part of a known 

HCPSS record that has been lost or destroyed?

Would pulling data take staff with specialized skills 

more then 30 minutes to produce?

Indicate unable to process

Work with MPIA Specialist 

to review, redact and 

produce records

Supply records to MPIA 

Specialist (in electronic 

form whenever possible)
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