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The California Public Records Act, Government Code, Section 6250, et. seq. governs the release
of public records for our Department.

Section 6253(a) states, in part, that public records are open to inspection at all times during
normal office hours and that every person has a right to inspect any public record except as
enumerated in Section 6254.

Section 6253(b) states, in part, that except with respect to public records exempt from disclosure,
upon receipt of a request for a copy of a record that reasonably describes an identifiable record or
records, our Department shall make the record promptly available to any person upon payment
of fees covering direct costs of duplication or a statutory fee, if applicable. Upon request, an
exact copy shall be provided unless impracticable to do so.

Section 6253(c) states, in part, that upon a request for a copy of records our Department shall
within 10 days from receipt of the request determine whether the request, in whole or in part,
seeks copies of disclosable public records in the possession of our Department and shall
promptly notify the person making the request of the determination and reasons therefore. In
“unusual circumstances,” the time limit prescribed in this section may be extended by written
notice by the director or his/her designee to the person making the request stating the reasons for
the extension and the date on which a determination is expected to be dispatched. No notice
shall specify a date that would result in an extension for more than 14 days.
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“Unusual circumstance” includes the following, but only to the extent reasonably necessary to
the proper processing of the particular request.

(1) The need to search for and collect the requested records from field facilities or other
establishments that are separate from the office processing the request.

(2) The need to search for, collect and appropriately examine a voluminous amount
of separate and distinct records that are demanded in a single request.

(3) The need for consultation, which shall be conducted with all practicable speed, with
another agency having substantial interest in the determination of the request or among
two or more components of the agency having substantial subject matter interest
therein.

(4) The need to compile data, to write programming language or a computer program, or
to construct a computer report to extract data.

Section 6253.1(a) states, in part, that when a request to inspect or obtain a copy of a public
record is received, the public agency, in order to assist the member of the public make a focused
and effective request that reasonably describes an identifiable record, shall do all of the
following, to the extent reasonable, under the circumstances:

(1) Assist the member of the public to identify records and information that are responsive
to the request or to the purpose of the request, if stated.

(2) Describe the information technology and physical location in which the records exist.

(3) Provide suggestions for overcoming any practical basis for denying access to the records
or information sought.

Section 6254 describes records that are not required to be disclosed. Included in this category, in
part, are:

= Preliminary drafts, notes, or interagency or intra-agency memoranda which are not retained
by the public agency in the ordinary course of business, provided that the public interest in
withholding those records clearly outweighs the public interest in disclosure.

= Records pertaining to pending litigation to which the public agency is a party, or to claims
made pursuant to Division 3.6 (commencing with Section 810), until the pending litigation or
claim has been finally adjudicated or otherwise settled.

= Personnel, medical or similar files, the disclosure of which would constitute an unwarranted
invasion of personal privacy.

= Other records which are exempted or prohibited pursuant to federal or state law.
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This directive describes procedures to follow when: a verbal request is made for copies of public
records; a written request for copies of public records is received; or a request is made to inspect
public records. This directive does not apply to requests for Department of Children and Family
Services’ case records or personnel records, as they are not considered to be public records.

1. DEFINITIONS

A. Person

Includes any natural person, corporation, partnership, limited liability company,
firm, or association.

B. Public Records
Includes any writing containing information relating to the conduct of the public’s
business prepared, owned, used, or retained by any state or local agency regardless
of physical form or characteristics.

C. Supporting Bureau

For the purpose of this Directive, “supporting Bureau” is the Bureau identified as
having custody of some or all of the requested public records.

2. POLICY AND STANDARDS

a. The Department shall respond to requests for public records in conformity with the
California Public Records Act and within guidelines provided by the State Attorney
General, the Los Angeles County Auditor-Controller, Los Angeles County Chief
Administrative Office (CAO) and County Counsel.

b. Fees for copying public records are established by the Los Angeles County Auditor-
Controller. See Section 3.

c. All requests to inspect or obtain copies of Department of Children and Family Services
public records shall be directed to Public Records, 425 Shatto Place, Room 603, Los
Angeles, CA 90020, (213) 351-5710.

d. All Bureaus shall provide support as needed in the identification of records required to
respond to a request.

e. All media requests shall be given priority and will be reviewed by the Office of Public
Affairs and Public Records. See Section 3., d. regarding fees for media requests.

f. The Department will make every effort to reply to all requests within a 10-day period.
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3.

FEE INFORMATION

a. The standard cost of three cents ($0.03) per page and seventy-five ($0.75) per order

handing fee shall be charged for all requests under the Public Records Act unless the fee
is waived. If the request is for specific documents, this will be the only charge.

NOTE: A request is not considered to be specific if it refers to a large volume of
documents that have not been adequately identified, e.g., type of documents,
dates, etc., or the request is made for information that falls under the definition
of “unusual circumstances”. See Section 6253 (c) of the Public Records Act.

If the request is for non-specific information the first full hour of such time expended on
all requests of any one requestor each month shall be provided free of charge. For all
succeeding hours a fee of $22.50 per hour to recover the costs of county employees
searching, identifying, retrieving, and re-filing such records shall be charged. However,
prior to estimating the fee, our Department shall conference with the requestor and assist
him or her in narrowing and defining his or her request to the greatest extent possible
consistent with the good faith provision.

If it is anticipated that the fee to be charged will exceed $50.00, a good faith estimate of
the total fee to be charged shall be provided to the requestor within 10 business days
unless an extension is granted. Once the estimate is provided, the requestor shall make
payment of the amount to our Department before work is commenced on the request.
Any overpayment or underpayment shall be reconciled at the time the records are
provided to the requestor.

If the request is from the media, charges for duplicating routine records shall be

waived as directed by the Los Angeles County Board of Supervisors in policy #3.140,

“Media Policy Guidelines for Departments.”

4. PROCEDURES

A. WHEN: A VERBAL REQUEST IS MADE FOR COPIES OF PUBLIC RECORDS

WHO

HOW

All Staff 1. Inform the requesting party that a written request is

required and that the request should be sent to:

Public Records
425 Shatto Place, Room 603
Los Angeles, CA 90020

2. Advise the requesting party that the request should be as
specific as possible in order for our Department to respond
appropriately and that staff in the Public Records Office
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WHO HOW

All Staff will assist in helping the requestor identify records
responsive to his/her area of inquiry.

3. Inform the requesting party that policies and procedures of
our Department can be obtained through our Department’s
Web Site at http://dcfs.co.la.ca.us.

B. WHEN: AWRITTEN REQUEST IS RECEIVED FOR A COPY OF A PUBLIC
RECORD

WHO HOW

All Staff 1. Fax a copy of the request and a copy of the envelope to
Public Records at (213) 427-6154.

2. Forward the original request with the envelope to:

Public Records
425 Shatto Place, Room 603
Los Angeles, CA 90020

Public Records 1. Upon receipt of the request immediately review the request
to determine if the records requested belong to our
Department.

2. If the records are not identifiable or meet the requirements
of the Public Records Act, Section 6253 (c), contact the
requestor; and

a) assist him or her in identifying records and information
that is responsive to the request or will meet the
purpose of the request;

b) describe the information technology and physical
location in which the records exist;

c) provide suggestions for overcoming any practical basis
for denying access to the records or information
sought;

d) explain that a fee can be charged for obtaining public

records and that information regarding this fee will be
provided to the requestor within 10 calendar days.
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WHO

HOW

Public Records

Bureau Chiefs

Public Records
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3. When the record has been identified, consult with County

Counsel to determine whether the requested document can
be disclosed. Records that are not required to be disclosed
are described in Section 6254 of the California Public
Records Act.

Upon determination that the record can be disclosed,

complete the DCFS 5001, Two-Way Notice—Request for

Public Records and fax or deliver it to the identified
supporting Bureau. See Attachment I.

Upon receipt of the DCFS 5001, within five calendar days
review the request for specific identifiable Public Records
and for information that may satisfy the request, but may
not be available in document form.

a) If you are able to provide all or some of the requested
documents within five calendar days, complete the
DCFS 5001, Part 11, 1 and 3. Return the DCFS 5001
with the documents to Public Records.

b) If it will take more than five calendar days to search,
identify, retrieve, photocopy and re-file the documents,
complete Part 11, 3 and do not proceed with gathering
the requested information until directed by Public
Records to do so.

c) If some or all of the documents cannot be provided,
complete Part 11, 2. Explain the reason for the missing
record(s).

. Within 10 calendar days of receipt of the request, complete

the DCES 5002 using the appropriate check box.

a) If the appropriate Bureau has not provided all records,
include the estimated date of production for the records
that will be provided on a later date.

b) If the fee will not be waived, include the estimated fee
for providing the records and explain that the fee is due
prior to production of the records.

c) If the records cannot be produced, explain the reason
why they cannot be produced.
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WHO HOW

Public Records d) Send the completed DCFS 5002 and requested records
to the requestor, if available. See Attachment II.

2. If all records were not previously provided, within 14
calendar days from the date the request was acknowledged,
complete the DCFS 5002 using the appropriate check box.

a) If the appropriate Bureau has not provided all requested
records, include the estimated date of production of the
requested records.

b) If the fee will not be waived, include the estimated fee
for providing the records and explain that the fee is due
prior to production of the records.

c) If the records cannot be produced, explain the reason
why they cannot be produced.

d) Send the completed DCFS 5002 and requested records
received to the requestor. See Attachment II.

2. Upon response from the requesting party, if appropriate:

a) Arrange to collect the stated fee and provide the
documents to the requestor.

NOTE: The check should be made payable to the
Department of Children and Family Services
and immediately given to the Finance Section
once it is received.

b) If additional information needs to be gathered, contact
the appropriate Bureau and arrange for the requestor
to receive the additional information by the estimated
due date.

C. WHEN: AREQUEST IS MADE TO INSPECT PUBLIC RECORDS

WHO HOW

All Staff 1. Inresponse to a verbal request to inspect public records,
refer the requesting party to Public Records at (213) 351-
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WHO HOW
5710.
All Staff In response to a written request to inspect Public Records:

Public Records
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a) Faxa copy of the request and a copy of the envelope to
Public Records at (213) 427-6154.

b) Forward the original with the envelope to:

Public Records
425 Shatto Place, Room 603
Los Angeles, CA 90020

In response to a verbal request to inspect public records,
clarify with the requesting party the specific record to be
viewed and determine if this record belongs to our
Department. Explain to the requestor that (s)he will be
provided with the Confirmation of Verbal Request to
Inspect Public Records (DCFS 5003) to complete.

a) If the requesting party wants to proceed without
completing the DCFS 5003, immediately conference
with County Counsel.

b) If the requesting party agrees to complete the DCFS
5003, proceed as follows once the form has been
returned.

. Conference with County Counsel to see if the request

meets the guidelines established by the California Public
Records Act.

If our Department is not able to provide the records due to

any of the reasons outlined on the DCFS 5002, complete

and send the DCFS 5002 to the requesting party within 10
calendar days.

If our Department is able to comply with the request,
immediately send the DCFS 5001 to the supporting Bureau
requesting an appointment for the requestor to view the
records during regular business hours Monday through
Friday, holidays excepted.
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WHO

HOW

Bureau Chiefs

Public Records

E. FORMS

. Within five calendar days, contact Public Records to

discuss when and where the requesting party may inspect
the records in question.

. When contacted regarding the time and place of the

appointment, inform the appropriate Bureau that a DCFS
employee must be present at all times to oversee the
inspection process and ensure that documents are not
altered, removed, or copied.

Notify the requesting party by telephone or by mail of the
time and place of the appointment and request that (s)he
confirm that the date and time is acceptable.

. Once the requesting party has confirmed that (s)he will be

present, notify the Bureau Chief that the date and time has
been accepted.

If the party inspecting the record requests a copy of the
records that (s)he has inspected, proceed as directed in
Section A.

. Confirm with the appropriate Bureau that the record was

reviewed and proceed as described in Section B, if a copy
of the record is requested.

1. DCFS 5001, Request for Records-Two-Way Notice

2. DCFS 5002, Notice Regarding Requests for Public Records

3. DCFS 5003, Confirmation of Verbal Request to Inspect Public Records

F. CANCELLED FORMS

1. DCFS 5001, Two-Way Notice-Request for Records dated February, 1993

2. DCFS 5002, Notice Regarding Requests for Public Records dated February 1993
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DCFS 5003, Confirmation of Verbal Request to Inspect Public Records dated February 1993
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