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   RIGHT TO KNOW – SECTION 1550 

 
 

 
I. Purpose 
 
The purpose of this policy is to establish guidelines necessary to comply with the Pennsylvania 
Right to Know Act. 
 
II. Policy 
 
It is the policy of the Phoenixville Borough Police Department to comply with the requirements 
of the Pennsylvania Right to Know Act (Act 3 of 2008), 65 P.S. Sections 67.101, et seq. 
 
III. Procedure 
 

A. Public records are available upon written request from the Phoenixville Borough 
Police Department Administrative Support Division, Monday through Friday, 8:00 
a.m. to 4 p.m., excluding holidays or extenuating circumstances. A written request 
form shall be made available in the police department lobby. Records may be 
requested by mail with the appropriate fee and a self-addressed stamped envelope. If 
a request for records is granted, the following fee schedule will apply: 

 
1. Accident Reports - $15.00 
2. Incident Reports - $.25 per page  
3. Photographs - $25.00 per CD/DVD  

 
B. There shall be no limitation on the number of public records which may be requested 

or made available for inspection or duplication. Fees will be assessed per page 
requested. Certain public records may contain sensitive information such as social 
security numbers, medical history, phone numbers, birth dates, juvenile information, 
etc. Therefore, certain information deemed sensitive on a document may be redacted 
prior to inspecting or duplicating. If the written request is to inspect a document 
only; no fee will be assessed. If the written request is for duplication of a report, a fee 
of .25 per page will be assessed. The Chief of Police or his/her designee shall 
determine what information is redacted.      

 
C. There shall be no requirement to disclose the purpose or motive in requesting access 

to records which are considered public. 
 

D. Under the “Right to Know Law,” investigative reports are exempted from the 
definition of “public records,” therefore, any such request may be denied. 

 
E. Criminal History information is not accessible under the “Right to Know Law.” 
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F. The Chief of Police or the Borough of Phoenixville’s Records Custodian will make a 
good faith effort to determine if the record requested is a public record and respond 
as promptly as possible under the circumstances existing at the time of the request. 
No police department record shall be viewed by a requestor, nor shall any record be 
copied and provided to a requestor until the Chief of Police has reviewed, redacted 
and approved the record for public dissemination. 

 
 

G. If a requested record or record(s) are denied by the Phoenixville Police Department, 
a written correspondence will be sent to the requesting party. The Phoenixville 
Police Department shall act in accordance with  the requirements of the Pennsylvania 
Right to Know Act (Act 3 of 2008), 65 P.S. Sections 67.101, et seq.   

 
H. Acceptable forms of payment are cash, check, money order, or the following credit 

cards: Master Card, Visa, or Discover. A check returned from a financial institution 
for any reason shall incur a $25.00 returned check fee.     

 
I. This policy shall be posted for public view in the police department lobby area. 


