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OFFICE OF DATA, RESEARCH AND VITAL STATISTICS

Chapter 4:
PUBLIC ACCESS TO VITAL RECORDS

1.
Definitions


A.
Researcher.  “Researcher” means a person who has requested access to and inspection of vital records, and who has received a researcher identification card from the Office of Vital Records.


B.
Date of Event.  “Date of event” means the date on which a birth, death, marriage, or divorce occurred.


C.
Record Index.  “Record index” means a list of vital records by name, date of event,  and the vital record certificate number.


D.
Assigned Work Area.  “Assigned work area” means the desk area specifically  designated for researchers’ use.

2.
Standards for Available Vital Records


Records of legitimate births, marriages, deaths, and divorces are available for public inspection under provisions of the Maine Freedom of Access Law, Title 1, M.R.S.A. § 402 (3) and 408.

3.
Requests for Access to Vital Records


Access to vital records, including inspection and copying, will be provided to the public upon request in accordance with the procedures given in section 4 and 5, providing the standards for available vital records are met as specified in section 2.

4.
Procedures for Inspection and Copying of Individual Vital Records


Except as specified in section 2, individual vital records will be made available to the public as follows:


A.
Persons wishing to inspect or obtain copies of one or more individual vital record must  make a written or oral request to the Office of Vital Records and provide the  information necessary to locate the record (first name, surname, date of event, and parents’ names or vital record certificate number).



1.
Requests made in person at the Office of Vital Records will be handled in the order in which they are made.  When more than three requests are made by an individual, the Office of Vital Records will accept such additional requests with the corresponding fee as specified in section 8 for handling along with the mail requests received that day.



2.
Requests made by mail will be handled in the order in which they are received.


B.
Office of Vital Records staff will search files for the requested record(s) within two (2)  years before and after the stated date of event.  A fee as specified in section 8 will be charged for each search unless a certified or uncertified copy of the records is provided as  specified in subsection C below.


C.
A certified or uncertified copy of the record, as requested, will be provided to the Requester for a fee as specified in section 8.

5.
Procedures for Inspection of a Group of Vital Records


Access to a group of vital records for inspection or search will be made available to the public as follows.


A.
If the desired records are available on microfilm files at the Maine State Archives Research Room, persons desiring to inspect them will be directed to use the Archives file.


B.
If the desired records are not available on microfilm files at the Maine State Archives Research Room, access will be provided for inspection using the following procedures, providing the standards for available vital records are met as specified in section 2.



1.
A person desiring to inspect vital records materials must apply for and receive a researcher identification card as provided in section 6.



2.
Researchers will be provided with an assigned work area for use while inspecting vital records materials.




a.
Researchers will be served in the order in which they apply.




b.
If more than one person applies on a given day, each person will be allowed   1-1/2 hours to work at a time, until all have been served, consistent with the  provisions of subsection B.11 below.



3.
Office of Vital Records staff will furnish researchers with the requested group of records or the record index.




a.
Original records will be provided for inspection if they meet the standards for available vital records as specified in section 2.




b.
In cases where the original records do not meet the standards for available vital records as specified in section 2, a record index will be provided to the researcher so that the vital record certificate number(s) of the record(s) of interest can be determined.



4.
Researchers shall acknowledge by their signature the receipt of material furnished.



5.
Researchers must keep unbound records in the order in which they were delivered.  If records appear to be out of order, the Office of Vital Records clerk must be called to place them in the proper order.



6.
Researchers may not remove vital records from the filing book or drawer for any reason.



7.
If copies of any records are desired, certified or uncertified copies will be provided for a fee as specified in section 8.



8.
Researchers shall replace all records and materials in the proper container and return them to the Office of Vital Records clerk before leaving the assigned work area or as soon as the use of them is completed for the day.



9.
No vital records materials may be removed by researchers from the assigned work area for any reason.



10.
If requested, researchers shall present for inspection, on leaving the Office of Vital Records, any briefcase, notebook, package, envelope, book, or other article which could contain a vital record.



11.
Inspection of vital records under this section will be provided on weekdays between  9:00 a.m. to 4:00 p.m., if such access does not unduly interfere with the required daily operations of the Office of Vital Records.  In the latter cases, researchers will be advised of a day and hour when access can be provided.



12.
Researchers may write or telephone the Office of Vital Records to arrange an appointment for inspection of vital records and use of the assigned work area at a specified date and time.  For the purposes of determining the order of service as specified in subsection 2 above, persons with appointments will be considered to have applied at the beginning of the day.


C.
If the desired records are available on microfilm files at the Maine State Archives Research Room but are found to be illegible, inspection of vital records materials will be permitted as provided in section 5,B.

6.
Researcher Identification Card


A.
An application form must be completed which supplies information on the applicant’s first name and surname, personal identification, address, phone, and specification of the type of vital record and dates of events to which access is requested.


B.
The application must be approved by the State Vital Records Registrar or the Deputy  Registrar.

7.
Use of Office of Vital Records Materials


Inspection of vital records and record indexes under the provisions of section 5 is subject to the following restrictions:


A.
No eating, drinking, or smoking is allowed in the assigned work area.


B.
No children or pets are allowed in the assigned work area.


C.
Mutilation, defacement, or placing of any marks on vital records or record indexes is prohibited.


D.
No writing instruments other than pencils are permitted in the assigned work area.


E.
It is unlawful for a researcher to substitute a record.


F.
It is unlawful for a researcher to introduce new information to a record.


G.
Penalties for not complying to these rules and regulations are covered by Title 1,  MRSA subsection 452.


H.
Special permission is required to use a recording machine in the research area.


I.
Researchers are responsible for all vital records materials furnished them until the  materials are returned to the Office of Vital Records staff.

8.
Fees


The Office of Vital Records will charge reasonable fees for supplying copies or conducting searches of vital records.  A fee schedule will be provided upon request.
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