Cooperative Extension
Mailing List Policy
Policy Administration

1. The policy relates only to lists of names, addresses and telephone numbers, not
to information about the people. Individuals must request that we not include
their manes on lists released to the public. Information about clients remains
confidential unless the individual asks that we release it (Buckley Amendment).

2. Some federal programs (ASCS, WIC) carry with them assurances of
confidentiality from a federal law or administrative rule. That documentation
should be available and cited whenever a county office refuses to release a list
that has been requested. In such a case, the list cannot contain names,
addresses, telephone numbers which were not part of the original, confidential
list. Names added to these lists are public records and must be released upon
request.

Any agreement between Cooperative Extension and another government agency
which cites confidentiality of names and information should clearly indicate the
law or administrative rule upon which the confidentiality requirement is based.

3. If an organization or other entity wants the Extension Office to use a list for only
one specific purpose, the organization should supply labels to Extension for
each individual use. If a list is given to Extension, it should be returned and not
copied after the intended use. If alist is retained in the Extension Office, it is
subject to the Wisconsin Public Records Law.

4. Extension is not required to announce its compliance with the Public Records
Law, nor are we required to inform citizens that they can request confidentiality.
However, citizens should be informed of their right to request confidentiality, and
they should be offered a process to do so when their names will appear on lists
for reasons that might be deemed sensitive.

In rare cases, a nhame appearing on a specific list could be judged embarrassing
or harmful to an individual. In these rare situations, requests for lists can be
refused. An example would be a mailing list of individuals who attended
counseling sessions for rape victims. This exception does not apply to most
Cooperative Extension lists: dairy farmers, parents, elderly people, 4-H
volunteers, families who attended a flood victims workshop, owners of
contaminated wells, etc.).

5. A request from an individual for confidentiality applies only to a specific county
program area and cannot be used for all programs in a county office.

2/9/98 General Documents--mailst.adm



