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NON- ROUTI NE REQUESTS, Conti nued

Subchapter C of the Public Information Act excepts a nunber of categories of information
fromrequired disclosure. On deternination by the Ofice of General Counsel that the
requested record falls within one of these excepted categories, The Ofice of Genera
Counsel shall forward a request for a decision to the Attorney General to confirmthat
such information shall be withheld frompublic disclosure. On determ nation by the

O fice of General Counsel that the requested informati on does not fall within one of the
excepted categories, the request shall be processed follow ng procedures specified above

for a routine request.

REQUESTS FOR PERSONAL | NFORNVATI ON

Special right of access to confidential informtion

Information related to the person and that is held by the institution and protected from
public disclosure by aws intended to protect that person’s privacy interests will be

di scl osed to the person or the person’s authorized representative in accordance wth
Sections 552.023, 552.229 and 552.307 of the Act. A person nmay al so request to be

i nformed about information that the institution collects about the individual, as

provi ded by Section 559.003(a)(1) of the Texas Governnent Code. Requests for

i nfornmati on shoul d be made in accordance with the section titled “Receiving and
Referri ng Requests” that appears on page A2-100.0.2 of this policy. Nothing in this
policy shall allow an individual access to information to which access is denied by the

Act or by other |aw

Ri ght to request correction of incorrect informtion

A person is entitled to have the institution correct information about the individua
that is incorrect in accordance with the follow ng procedures, which are established in
accordance with Section 559.004 of the Texas Governnent Code. This policy does not
apply to a UTD enpl oyee who seeks to correct information in that enployee' s personne

file; such an enpl oyee should conply with the institution's grievance process.

The person should request in witing that the institution correct information about the
person that is held by the institution and that is incorrect. The request should
specifically identify (1) the information that the person believes to be incorrect and
(2) the docunment or other source in which the information is |ocated. The request also
shoul d specify the correction that the person requests. Requests for corrections should
be made in accordance with the section titled “Receiving and Referring Requests” that

appears on page A2-100.0.2 of this policy.
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Not | ater than ten days (excludi ng Saturdays, Sundays and State and National |ega
hol i days) after the date of the Public Information Officer’s receipt of the request
for correction, the Public Information O ficer shall acknowl edge in witing the
recei pt of the request. The Public Information Officer thereafter shall promptly
either nake the correction to the information as identified by the person or inform
the person of the officer’s refusal to anend the information in accordance with the
person’s request, the reason for the refusal, and the name and address of the official
to whom the person nay request a review of the refusal. The designated official is

the president or his designee.

If the person disagrees with the refusal of the Public Information Oficer to anend
the information, the person nmay request in witing to the designated official a review
of the refusal. Not later than 30 days (excludi ng Saturdays, Sundays and State and
Nati onal |egal holidays) after the date of the designated official’s receipt of the
request for review, the official shall conplete a review of the matter and nmake a
final determ nation unless, for good cause, the official extends the thirty-day

peri od.

The institution will make approved corrections in accordance with all applicable |aws
and regul ations, including those pertaining to records retention. The institution may
make approved corrections by adding a docunent that amends but does not replace the

docunent containing the incorrect information.

RESPONDI NG TO REPETI TI OUS OR REDUNDANT REQUESTS

If the Public Information Officer determ nes that a requestor has nade a request for

informati on for which the institution has previously furnished copies to the requestor

or made copies available to the requestor on paynent of applicable charges, the Public

Information Officer may respond to the request by certifying to the requestor that

copies of all or part of the requested information, as applicable, were previously

furni shed to the requestor or nmade available. The certification rmust include:

1. A description of the information for which copi es have been previously furnished
or made avail able to the requestor

2. The date that the institution received the requestor’s original request for that
i nformation;

3. The date that the institution previously furnished copies of or nmade avail abl e

copies of the information to the requestor;
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