
DEPARTMENT OF LABOR 

ST ATE OF IDAHO 

Boise, Idaho 

ADMINISTRATIVE ORDER NO. 624 

April 26, 2016 

TO: ADMINISTRATORS AND COST CENTER MANAGERS 
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Introduction: 

Disclosure of Department records is governed by the Idaho Public Records Act, the Employment 
Security Act, the Social Security Act, IDAPA 09.01 .08 and 20 C.F.R. 603. The intent of the Public 
Records Act is that all records maintained by public agencies are open to the public for inspection and 
copying at all reasonable times, unless the information is specifically exempted from disclosure by law. 

The Department's records contain identifying information submitted by claimants and employers 
pursuant to the requirements of the Employment Security Law, Idaho Code section 72-1301 et seq. 

These records are defined in the Public Records Act as "employment security information" and are made 
exempt from disclosure under the Public Records Act pursuant to Idaho Code section 74-106(7). 
Disclosure of employment security information in a manner that violates Idaho Code sections 7 4-106(7), 
72-1342, IDAPA 09.01 .08 and 20 C.F.R. 603 subjects the person making the disclosure to both civil and
criminal penalties.

Definitions: 

Key terms are defined in these laws. Some of the most important terms are: 

1. Public Records - includes, but is not limited to, any writing containing information relating to the
conduct or administration of the public's business, prepared, owned, used or retained by a public
agency. "Writing" means, information maintained in many forms, including, for example:
electronic mail, pictures, maps, tapes, magnetic cards, and computer disks.

2. Inspect - the right to listen, view, and make notes of public records, as long as the public record
is not altered or damaged.

3. Copy - transcribing by handwriting, photocopying, duplicating machine, and reproducing by any
other means, so long as the public record is not altered or damaged.

4. Custodian - any public official or employee having physical custody and control of the public
records, including those who respond to requests for information on a routine basis. "Custodian"
also includes the person, whether elected or appointed, who is legally responsible for
administering the public agency, or that person's designee.
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The following information is not new law, but agency guidance designed to clarify the existing statutes or regulations 

including: 20 CFR 603 Subpart B; Idaho Code Title 72 Chapter 13 (Sections 1342, 1372, 1373, 1374); Idaho Code 

Title 74, Chapters 1 & 2; and IDAPA 09.01.08. For more information, contact Georgia Smith at 208-332-3570 x 

2102. 












