
Virginia Freedom of Information Act Guidelines - Loudoun County Public Schools 
 

The Virginia Freedom of Information Act 
The Virginia Freedom of Information Act (VFOIA) is the state law governing access by citizens 
of Virginia, businesses trading within the Commonwealth and representatives of the media with 
circulation within Virginia to public records and to meetings of public bodies, as defined in the 
act. VFOIA provides that, with some specific exemptions and exceptions, all meetings of public 
bodies shall be open to the public and all public records open for public inspection. All public 
meetings and records are presumed open unless an exemption is properly invoked. Loudoun 
County Public Schools (LCPS) complies with the state's Freedom of Information Act. 
All records and agendas for School Board meetings are contained on the Board Docs platform 
on the Loudoun County Public Schools website.  
 
Purpose 
This document is designed to outline the FOIA guidelines for processing and response to 
requests made for public records with LCPS. 
 
Making a FOIA Request 
A public record is a writing or recording, regardless of whether it is a paper record, an electronic 
file, an audio or video recording, or in any other format that is owned or prepared by, or in the 
possession of, a public body or its officers, employees or agents in the transaction of public 
business. 
 
It is recommended, though not required, that VFOIA requests be made in writing. Requests can 
be made in person, by phone, by mail or electronically. It is not necessary to specify the reason 
for your request; however, you must provide your name and legal address to prove you meet 
the criteria to make a request as defined by the Code of Virginia. 
 
Requests for LCPS can be made electronically via the GovQA system. To request a public 
record, please visit www.lcps.org/foia. You will be instructed to log in or create an account if you 
have not already done so. Any requests received via email, phone, or verbally will be entered 
into the GovQA system by an LCPS FOIA officer. 
 
Reasonable Specificity 
A request for public records should be reasonably specific. This is a requirement of the Code of 
Virginia (§ 2.2-3704 Part B). While this does not refer to, or limit, the volume or number of 
records that can be requested, it requires that the requestor be reasonably specific enough with 
their request, so that the appropriate records can be identified and located. If the request is 
unclear or appears too broad, the LCPS FOIA Officer will contact the requester to understand 
exactly what public record is being sought. This will serve to minimize search time by LCPS 
personnel and save citizens time and cost in receiving and reviewing public records. Additional 
clarification can, however, lead to increased wait times for requests fulfillment.  
 
Internal Operations 
There are over 100 exemptions under the Code of Virginia that would prevent LCPS from 
fulfilling a FOIA request. Some of the most common exemptions are:  

https://law.lis.virginia.gov/vacodepopularnames/virginia-freedom-of-information-act/
http://www.lcps.org/foia


- Student records (§ 2.2-3705.4(A) (1) 
- Matters related to personnel (§ 2.2-3705.1 (1)) 
- Attorney-client privileged information (§ 2.2-3705.1 (2)) 
- Certain personal contact information (§ 2.2-3705.1 (10)) 
- Security system footage (§ 2.2-3705.2 (2)) 
- Security procedures and protocol (§ 2.2-3705.2 (14)) 
- Vendor proprietary information (§ 2.2-3705.1 (6)) 

 
 
It is the policy of LCPS to invoke all applicable exemptions for a FOIA request. 
 
Internal Operations 
The school division’s Virginia Freedom of Information Act Officer will catalog the VFOIA request 
in the GovQA system after determining the requester is eligible to make the request as defined 
by the Code of Virginia. The FOIA Officer will notify the appropriate LCPS staff of the VFOIA 
request. LCPS staff will comply with the request within the allotted time and parameters as 
determined by the Code of Virginia. 
 
FOIA Responses 
Responses to FOIA requests must be sent within five (5) working days. If the request is large or 
complex and it is not practically possible to produce the records within the five working days or if 
staff is unavailable to fulfill the request at the designated time, the District can invoke a seven 
(7) day extension (working days). The District can work with the requestor or petition the court to 
ask for more than 12 allowable days if needed. 
 
The day after the FOIA Officer or District employee receives the request is considered the first 
day of the five-working-day response period. The five-day period does not include weekends or 
the school holidays listed on the LCPS calendar. A working day consists of a day in which LCPS 
offices are open. LCPS Communications & Community Engagement office hours are Monday - 
Friday, 8:00 a.m. - 5:00 p.m. 
 
Typical responses to FOIA requests can include: 

- Full release (electronic, inspect onsite, pick-up) 
- Released with exemptions - part of the records are being withheld as release would be 

prohibited by law 
- Released with cost - a cost estimate will be provided prior to work being performed 
- Time extension - LCPS has the option to exercise a seven-working-day extension for 

requests that take longer than the original five working days to complete 
- Clarification request 
- No responsive documents 

 
Costs 
A cost estimate will be generated and given to the requester through the GovQA messaging 
function. If it is estimated that the cost to produce documents will exceed $200 (The $200 



threshold is defined by the Code of Virginia.), LCPS will require a deposit no greater than the 
estimate before the search is conducted. The five (5) working day period will be suspended until 
the estimate has been paid. Any unpaid balances past due for 30 days or more from previous 
FOIA requests must be paid before the District will fulfill any future FOIA requests. The cost of 
searching for or producing records may be waived as a courtesy within the discretion of LCPS. 
The hourly minimum rate for any FOIA requests will be no lower than $23.55, however, the rate 
may increase based on the pay scale of the individual(s) assigned the request. 
Payment is required within 30 days of being notified.  


