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CENTRA WELLNESS NETWORK
PROCEDURE 01.09 FOIA REQUESTS

I PURPOSE STATEMENT:
Centra Wellness Network’s (CWN) Governing Body establishes and evaluates policies and
related procedures as required by statutory and contractual obligations.
CWN reserves the right in its sole discretion to adopt and implement policies and
procedures that ensure a safe, functional and professional workplace that operates with
integrity using person-centered focus and planning, trauma informed practices and
respect of others, cultural sensitivity and transparency in communication and practice.
Organizationally and in practice, CWN is responsive to the needs of clients, community
and staff.
Any statements and procedures are subject to review and/or unilateral change,
modification, suspension or cancelation in whole or in part of any published/unpublished
policies or procedures without notice and without having to give cause, justification, or
consideration to any employee. Recognition of these rights and prerogatives of CWN is a
term and condition of and maintaining employment.
Policies and Procedures are approved by the Board and/or upon recommendation by the
Executive Director or his/her designee.

II. APPLICATION
Agency Wide.

III. DEFINITIONS:

FOIA Coordinator

In accordance with FOIA, the Executive Director is the FOIA Coordinator and as such is
the individual designated to administer this policy. The Executive Director shall be
responsible for accepting and processing requests for records covered under the Act;
may designate other administrative staff as necessary to assist in accepting and
processing requests for Centra Wellness Network public records; and shall be responsible
for approving a denial in accordance with the Act. From here on the FOIA Coordinator
and his/her designee will be referred to as FOIA Coordinator.

IvV. POLICY STATEMENT:

The Centra Wellness Network (CWN) Governing Board shall establish policies with related
procedures as required by statutory and contractual obligations.

V. PROCEDURES:

A. Submission of Requests
All FOIA requests must be submitted in writing. This includes requests received by
facsimile, electronic mail or through other electronic means. Requests received by
facsimile or other electronic means are considered received the first business day
following the transmittal. A request must describe the public record sufficiently to
enable the public body to find the public record.

B. Review of Records
After searching for and, if available locating the requested public record or records
relevant to the request, that public record or records shall be examined and reviewed
by the FOIA Coordinator to determine if it contains, in whole or in part, exempt
material. If the public record has been determined to contain both exempt and non-
exempt material, the non-exempt material shall be separated from the exempt
material and non-exempt material shall be made available for the requesting person's
examination or copying. There is no requirement to create any new public record in
responding to a FOIA request. If all or a portion of the relevant records are found to
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be exempt, the public body shall deny the request, completely or in part, and set
forth with specificity the exemption(s) that apply to the response.

C. Consultation with Attorney
Upon receipt of a FOIA request, the FOIA Coordinator may submit it to the Centra
Wellness Network corporate attorney, at the sole discretion of the FOIA Coordinator,
for review and necessary advice.

D. Response
Within five (5) business days the FOIA Coordinator, will:

Grant the request completely.

Grant the request in part and deny the request in part.

Deny the request.

Issue a notice extending for not more than ten (10) business days the period
during which Centra Wellness Network will respond to the request, which
shall specify the reasons for the extension. Not more than one (1) notice of
extension will be made for a particular request.

.

E. Denial
Notice to deny a request in whole, or in part, by the FOIA Coordinator shall contain
an explanation for the grounds under FOIA or other statute for the determination
that the public record or portion of the public record is exempt from disclosure. A
specific request can be properly denied only if, it does not exist or it falls within one
of the statutory exemptions listed in FOIA. If an exemption is used to deny a
request, the specific statutory citation for the exemption will be listed with a copy of
the statutory exemption highlighting the specific exemption attached. All denials will
also include a general description of the denied record and any records separated or
deleted from the material provided. If the requested record does not exist, the FOIA
Coordinator shall certify separately that the Agency that no such record exists in the
form requested or any such form reasonably known to the agency. All responses,
other than a complete granting of the request, shall contain a statement of the
requestor's right to appeal to the head of the public body or seek judicial review of
the denial and the requesting party’s right to attorney fees and damages.

F. File FOIA Request
Copies of all written FOIA requests and response letters will be sent to the FOIA
Coordinator. The FOIA Coordinator will keep on file a dated copy of all requests and
responses for a period of one (1) year following their issuance.

G. Fees
In accordance with FOIA, Centra Wellness Network may charge fees for reproducing
requested records; this shall include actual mailing cost, duplication or publication
cost including labor, the cost of the search, examination, review, and the cost of
separation of exempt from non-exempt information. For labor costs, Centra
Wellness may charge no more than the hourly wage of the lowest paid public body
employee capable of retrieving the information necessary to comply with the FOIA
request. A good faith deposit may be requested where charges are expected to
exceed fifty dollars ($50). The deposit cannot exceed half of the total expected fee.
The FOIA Coordinator will by mail, advise the requester that they can obtain copies
of the records requested by first paying the above applicable fees.
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VI.

N/A

The first $20.00 of the fee shall be waived for each request of an individual who is
entitled to information under this Act and who submits and “Affidavit of Indigency”
stating that they are receiving public assistance or, if not receiving public assistance,
stating facts showing inability to pay the full cost.

The FOIA Coordinator shall provide the means by which a fee can be calculated for
reproducing documents. This calculation shall include labor, paper, copy machine,
and supplies cost. This fee shall be calculated periodically.

. Inspection of Records

A requesting person who is granted a right to inspect a requested public record or
records shall be furnished a reasonable opportunity for inspection and examination of
such public record or records together with reasonable facilities for making
memoranda or abstracts from the same during usual business hours. Such
inspections or examinations shall be conducted by the requesting person in the
presence of the FOIA Coordinator and under such conditions as they might require in
order to protect its public records and to prevent excessive or unreasonable
interference with the discharge of public functions.

Appeals to Board of Directors

If a person that was denied in whole or in part a FOIA request appeals that
determination to the Centra Wellness Network Board of Directors in a timely manner,
the Board shall consider such appeal at its first regularly scheduled meeting following
the submission of the written appeal, or within (10) days of that first regularly
scheduled meeting. At such meeting, or within (10) days of such first meeting, the
Centra Wellness Network Board of Directors shall do one (1) of the following:

1. Reverse the disclosure denial.

2. Issue a written notice to the requesting person upholding the disclosure
denial.

3. Reverse the disclosure denial in part and issue a written notice to the
requesting person upholding the disclosure denial in part.

4. Under unusual circumstances, issue a notice extending for not more than ten
(10) business days the period during which the Centra Wellness Network
Board of Directors shall respond to the written appeal. The Board shall not
issue more than one (1) notice of extension for a particular written appeal.

EXHIBITS:
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VII. REFERENCES:

Authority and Related Directives Trace

Federal The Freedom of Information Act, 5 U.S.C. § 552, As Amended By Public Law
No. 110-175, 121 Stat. 2524, and Public Law No. 111-83, § 564, 123 Stat.
2142, 2184

State Michigan Mental Health Code and Administrative Rules, Freedom of
Information Act, being MCL 15.231 et seq, Public Act 553 of 1997 as
amended.

PIHP

County

CARF

Other
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