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%1
RESOLUTION NO.

RESOLUTION RESCINDING RESOLUTION #7555
AND
ADOPTING NEW PUBLIC RECORDS POLICY

WHEREAS, Skagit County adopted Resolution #7555 providing policies and
procedures for the public to access public County Records; and

WHEREAS, the Prosecuting Aftormey’s Office and Records Management
Depariment have updated these policies to met current laws and standards; and

WHEREAS, the new policy will provide additional guidelines io both County
employees and members of the public;

NOW THERFORE, BE IT RESOLVED that Resolution #7555 is rescinded and
that the attached updated public records policy is adopted in its place.

WITNESS OUR HAND AND THE OFFICIAL SEAL OF OUR OFFICE this ﬂf'day

N
of _ s, 2007.
J SKAGIT COUNTY BOARD OF COMMISSIONERS
SKAGIT COUNTY, WASHINGTON
\\\\\\\.HH;;,‘,//
et Gor, ;
= © SEAL 7= Sharon Dillon, Chair
Zay, ==
“k cout lbl% Mu.fwimx_
7 OF i AN n Munks, Commjssioner
’ ///ﬁf\pfﬁ?&\\\\ m O_ 8 ej) M
'Kenneth A. Dahlstedt, Commissioner
APPROVED AS TO CONTENT:

Cori Russell, Records Management Coordinator




APPROVED AS TO FORM:

I MmO

Melinda Miller, Civil Deputy
Prosecuting Attorney's Office
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SKAGIT COUNTY PUBLIC RECORDS POLIGY

o 1 pURPOSE mn CONSTRUCTION

S 1 1 Decleraticn of Pol‘cx e ' L

" The purpose of this policy is to promote the goals of full publlc access_to; e

r},ﬁpublic records, fo protect public records from. damage or.disorganization, to. . .

.- prevent excessive interference and disruption with other essential functions-and ...~~~

- .. -operations-of the: County arid its departments, to provide the fullest assistance to. ..-: -

"-'7-'{{{requestors and to previde the mest timely actlon possible en requests for_-}---;--}}f'-"
;;f,_rdentlﬁable public records, i e S

. 2 Intemretation and Constnctron of Provisrons = s
R 1% applyrng these County Policies and Regulatlons the publrc disclosure -
- _-':;_'_'_officer(s) and- designee(s) County employees and_ other persons-and members_'_f.f
- of the ‘public shall interpret these regulations and policles such- that they are 0

. consistent -and compliant with state-laws goveming public records and ‘access .. .

* and dissemination of public records.. The provisions of this policy-are alsotobe = .
“construed i COijUI’lCﬁOh with other applicable state and federal law, including - -5~
~ without limitation: ~chapter 10.97 RCW (Washington State Criminal- Records ™ " =
‘Privacy Act); chapter 13. 50 RCW (Keeping and Release of Records-by Juvenile .
~ Justice or.Care: Agencses)‘ ‘chapter-40.14-RCW (Preservation and Destructionof - - =~

. Public Records); chapter 42.56 RCW (Public. Records); and chapter 46.52 RCW

(Accidents — Reports ~ Abandoned Vehlc[es)'; all’ as presently constrtuted or as“
may be subsequently amended e S _

13 Avallabiity of Public Records Policy _—
- Thls document shall be posted on Skaglt Ctmnty’s public websrte =

o 11 4 matmg of Publrc Records Policv : T
co s This policy may be. modrﬂed at the dlscretton of Skagrt County's Publrc S
RS Records Ofﬁcer and the Prosecuting Attomey’s oﬂ':ce

2 DEF'N'TIONS

2 1 Deﬁnitions Adopted bv Referenge’ - i o :

- iy The definitions set forth in RCW 10.97. 030 13 50 010 42 56 as presently
S ]}constftuted or as may be subsequently amended, are adopted by reference as if
- fully set forth herein together with all amendments and addrtions provrded in this--
:ordlnance S , R B ST o

Use of words and gh R S

_As used in this ordinance, unless the context or SUbIeCt matter clear[y -

S réquires otherwise, the words or: phrases deﬁned in: thrs sectron shall have the .
-rndrcated meanings, : o : .

o src%errcounw
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- 'j,.—(A) “County” ie the rnuntc:[pal corporatlon of Skagit County, Washlngton L
o Collectively; the County-Tncludes the County elected officials, and each .+
" department; board and commitiee of the County.  The term: County also:,,_ A
o moludes the pard employees and vo[unteere of Skaglt County L

,-:,.Q(B) "Computer report’-means’ the result of the wrrting of data by selected’-'-’
- criteria from an electronic'database. - . . o

' .Z‘V‘Department” means a majo-_'.' functronal di\nsion of Skagrt County
Govemment g S B T

L -(E)'“NOD-"OUﬂnB Gomputer repol‘t" means a computer report that A -
.~ department is capable of: producing but that ie not regular[y’ produced. by'.g,
the department;};_f,r-:_ _ o

o '?‘,"[(F) “Routine computer neport’ means 7] comp‘uter report that is regularly{?ﬁ.u, S
-made by a department in the ordinary course of business to satisfy . ...
~federal, state, county or. local - reportmg reqmrements -or. for. other '
admlmstrative or Ieglstative purposes :

B '--(—G-)-:---“Wnting means,anyelnformatlon,,(e;g;—,~.~werds;;,numbefr‘s; symbols, images oo
~....-and sounds) recorded. in any media such as handwritien, typewritten, -

- electronic, photOgraphlo end vndeo and audlo recordmg as deﬁned in_--;_-}t

;RCW 42. 17 020(42} S A , : L

j(H) "You "your" or requeetor” ueed tn thrs policy refers to a person who
requests publrc records - _

3’*oounw ORGANIZATION

Skaglt County is fom'ted and organized pursuant to Arﬁcle X[ of the;f Lo
' 'Conststutlon of the state of Washlngton and state statutes. The County is a. tocal
agency as defined under RCW 42.56.. The county is organized -with sixteen
elected officials ino[uding the Board of County Commissicners. There are three
~‘Commissioners, ‘the : Assessor, the -Auditor, the Treasurer, the Clerk:-of the
~Buperior Court, the Proseoutlng Attomey, the Coroner, the Shertff two' District
Court " judges, .and.four . Superior - Court -judges. . The Board of . County'
Commissioners has: estabhshed -and ‘appointed: departments oommlttees -and
“boards includlng but not Ilmrted to Public Works department. Healith. department
Planning -and Development Services department, ' Administrative . Services,

B Human Resources Rlek Management department and Central Serwces For a

. SKAGIT COUNTY
Heeolu’aon # R20070278

Pagadef12




. "-"f_:_f-;complete Irstmg of departments boards end eommnss:ons, see the County— Ce

S :orgamzational chart attached to thls pol‘cy

ﬁfj‘}ﬁ# PUBLIC RECORDS OFFICER AND DEPARTMENT ASS]STANTS

Skagit County's Publlc Records Oﬁicer is Con Russell "i Skaglt County.;‘_f

;1336-9419

"f’42 Public Records Assistants e I
.- Each elected official.and- each. department head shall designate at Ieast'-':'.-'

i ."::"'_"‘.Recerds Management Coordinator. The Records Officer's: office Is located in. . ©.° . . .
" Room’ 304, Courthouse: Bullding.. Office Hours are 6:30-3:00-Monday through ..~
~Friday. The telephone number is (360) 336—9404 and the fax number is (360) L,

".'j-_:_;jf—"fff-"'oneAPubllo Records Assistatit o assist the County Public Records Officer. “The
" “Chalr of the Board of County Commissioners shall appoint the ‘Public Records . *

"7 ssistant for the County Commissioners’ office. Each Records Assistant shall be . .~
.7 knowledgeable of the public’ records in .the possession and. control- of -that ... =

- --department or office such that they are able to assist both- the' County Public™:---

- Records Officer and person requesting. records in determining where- doouments,_ e
~ are located and what documents are being sought by the requestor.. The Public. =~~~

- Records Assistant shall be posted on that Department's/Office’s Web Page.and . ... .

- shall contain contact information including the name of the Assistant, hisorher =~
- email address, the department or office name and address, te!ephone number -

“and fax number, along with the office hours of that particular County department

“ or office. -In-the-event: a department or office has not specifically identified a - et

“ public Records Assistant, then the Departritent Head of that department shall- be. . _-

responsibilities of a. Public Records Assistant. The Prosecuting Attorney’s Office
- {s. avallable  fo assist and respond on behalf ef the County and -any-of the
ijounty's departments e e , o ,

PROCEDURE FOR INSPECTIONICOPYING

U BA Makln"“ a Request for County Public Records '
A person wishing. to inspect. or copy public records shall first make. such.a
SR 'request in ‘writing to-the: appropﬁate County department ar office, or-that office’s -

. deemed-the Public-Records Assistant and shall be responsible for all of the -~ - . -

. or departments Public Records Assistant keeping-said-fecord, during regular

}::ff_ business hours of that- department. All record requests may also be sent to the' :
R County Public Records Officer. - . R -

o vl n 5.2 Makmq Requests Where the Locatlon of the Document is Unknown'
R "'-'-‘or Where Request Covers Multiple Offices or Departments '
S0 the location of the record is unknown or deals with multiple departments

B }'i'j,the Tequest shall be made to: the County Public. Records Officer detailed in

--""""Z':-'.:’f_""I'"'_-_-paragraph 41 or’ the F‘ubllo Records Asmstant f-er the Board of County v
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> F}}.-there the documents being requested may be located..

U Gomimissioners.. i the location of the documents is unknown, then the requestor
'f~‘-'{;.g:{-:{should state in the request that the document location is. unknown and that the .

:f.t‘o provrde a8 much. lnformatlon as poesrble as to help the County ascertarn-_.;{,fj:j:ﬂf{;f_'

.. if the request covers documents that are located.in multrpledepartments, thejrQ:ﬁ-"—:?":f{ff@5"'
-;‘ffrequestors 'should |dent1fy all departments or offices from whrch records are;f,;_;;,iffr_-r

o ;",'rir‘}f-jf{ﬁbeing feq”es*ted

Countv Request Form Enoouraged

- emal! or letter that eontalns the mfon'natton listed below in paragraph 5.4.

54 lnformal Reguest

: _"without the need for a formal written request. You may ask in person to look at a

V'ffrs requrred

TRy 5 5 Informatlon Needed to Reguest County. Public. Records
ERR .'-All requests for public records shall be documented by the requester ona .
,‘,:form furnished by the appropriate office or depertrnent or by letter ematl r)r fax '
o and shall contain the information listed below: =~ RO
... ... The name, address and telephone number of: the requeste

S requested, including the time period for the records-and the departments ef the'
B County or office of the County official who may have the public records. A
-~ & Aclear lndicatron such as a document heading or titte such as “Public

S lt ls encouraged that records. requests be made on the County’s public g
" records request form. ~This uniform: request form is available from:the:County-.- ="

" Public’ Records. Ofﬁcer of any of the Public ‘Records Assistants and i§ also . .~

.. available electronically on the County’s website. You may also submit a written.

Many requests for -public ‘records - can be handled qurckly and mformally
- doeument or.get a copy. Records may also be requested informally in writing, by

etter or by electronic:mail (email): The Public Records Officer or. Public Records -~
--Assistant may request that any verbal request be put in wrrttng before a response SRR

-« |Information - necessary--to_ readily. .identify. the specific . public. reoord

C Records Request" .0 that ‘it is. clear that you .are requesting public.records. ...

o ~pursuant to the Public Records Act. Thls will ensure that the request is-handled .

. properly. Do not comblne a request for publlc records wlth commumcatlon for' B

| ) other purposes

oA statement as to whether you are requesting a copy or are requestingir,‘ o

to mspect the public record belng requested,

- o if the request Is for a list of names, a statement that the Ilst wrll not ber"f‘

. used for commercial purposes.

‘e The requestor at requestor's discretion may prowde but may not be;-’r R

) department may require the requestor to disclose the purpose of a request, '
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requestor if he-of she intends fo use the records for a commerclal purpose -or
- may seek information: suffieient to allow the Public .Records Ofﬁcer OF Assrstant to
B _determme |f another statute prohrbits dlsclosure ' :

Asslstance from the' Publ:c Records tcer'"orfR hli‘c‘Reoord's' -'
Aﬁrstant N : e '
The Public Records Ofﬁcer or Publlc Records Assistants w1|l make a

s fressonable effort to ‘assist you in-describing and determining what records you ... . .
o are seeking In your:request and: ‘provide estimates of when your requested ©
. ."  documents will be ready for pick-up or inspection. The Public Récords Officeror <~ =
“L T AssTstants will help with both formal and informal requests’and-will be available to -

- .answer questions about the process for requests for records, seek clarﬂ" cation'on =~
gs.‘-:{requests and help facllitate requests and the request process .

,,',‘,-?57 No County lndex L
" By this reference and adoption of this

pollcy, the Skagrt County.Board of

- County Commissioners finds that-it- would- be unduly burdensome and costly to. .\~ .~

- the taxpayers of Skagit County for the: County to develop an index of ail:County -~ =~ .

.- Tecords:: Many public records are currently available for viewing at no costonthe
" - County’s. . public ‘ website. - Examples - mclude ‘real property - searches, tax

o 'mfonnatlon Jarl roster and booking reports, and recorded documents from 1979”'.,; BRI

forwrd

58 Avallab’litvofPubltc Records Pamphlet T
o The Ofﬁce of the Attorney General has a pamphlet available, wntten in plaln
T }',{.r'filanguage ‘explaining the provisions of the Public Records Act. Requests for a
. _.copy of the pamphiet should be directed to the Public Records Officer, Office of

- oothe-Attorney  General,. P.O. Box - 40100, Olympia, Washington 98504-0100.
+owoAdditionally, the Washmgton State- Attorney General has a desk book on publlc '
B records available’ on rts webstte at Wivw.atg. wa, gov '

61 Assrstance ACCR o
o ~The County Public Records Orfﬁcer or Publlc Records Assnstants will help o
- _‘;}},{any person making an informal or formal request SR o

b_ 7?6’2 No Oingat:on to Provide Records on Demand : : L
~‘There is no ebligatron to- provide the requested record{s) on demand
';;;.__mcludmg lnformal requests o : s

*°°63"  Five-Day Resmns

~The: Public: Records Ofﬁeer or Pubhc Records Assistants shall respond’ff’iffff;

'j'promptly to the requests for disclosure. -Within five business days of receiving

‘the: request the Public Records Ofﬂcer or Assistant will respond m wntlng by |
_._-...j.j.eithe' SR B S T
B SKAGIT COUNTY
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6 3 1 Providlng the record

_i‘,f"lproviding a reasonable eshmate of tlme the -office will requwe to respond fo the |
- request.. '

632 Acknowledgmg that the office has received the request and l S

633 Denying the publrc records request. “The Publrc ‘Records

"-j;.'Ofﬁoer's response refusing in-wholg, ‘or in-part, the inspectionof the public- =
© - records. shall include a statement of the- ‘specific exemption authonzmg the "o o
~ - withholding of the record (or any parf) and a brief explanation of why the._.;-;____

- :ﬁ-exemptian applies to the record(s) withheld. -

.64~ Addtional Time May be Necsssafy to Respond f | IR
Additlonai time may be requested by the: ofﬂceldepartment based uponi;-
_.the needto ERR

644 Cianfy the intent ofther f,quest S

6 4 2 Locate and assemble the lnforrnatlon requested

AR ' 6.4.3 Notrfy third parues or agencies affected by the request and
R -allow time for the affected partles or agencies to seek court protection.

6 44 Determrne whether any of the infonnation requested Is

Clariﬁcation of Unclear Reguest .
ln acknowtedglng receipt-of -a public recerds request that is unclear the

| “--""-"-'—'-'-‘Publlo ‘Records "Officer or- Assistant may ask the -requestor to clarify what . = "

" “information the requestor Is seeking If the requestor falls to- clanfy the request o
R the offloe need not respond to 1t ,

6 6 Review of Non-Resgons SRR : .

T “If the Public Records ‘Officer-or .an Assistant does not respend in. wrttlng

_:"-i;WIthin five business days of receipt of the request for drsclosure, the requestor is

- strongly . encoliraged to notify and seek revrew frorn the Chref Cwli Deputy.._-

‘-._____ProsecutlngAttomey L e L

: 6 7 Review of Good Fatth Estlmate fo Fulfill Request
ifa requestor feels that an estimate of time given to fulfill the request is not
. reasonable, the requestor shall be entitled to petitlon the Chief Civil Deputy
o -Prosecutmg Attorney for a review of the estimate of tlme ,

6 8 “-Matters tnvolvinq Lithatlon S e
When aTequest for public records concems a subject that is known to the ‘
o .f.'.Pubiic Records Oﬂ“ icer of Assistant to involve’ a clarm or Iawsurt that Is pendmg or

r SKAGIT COUNTY e
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L .- anticipated, the Publrc Records Ofﬁcer or Assrstant shaII promptly notlfy the
o Prosecutlng Attorney R

6.9 Productlon of Records on an Installment Basrs
For. requests that involve a large quantity of documents, requests that
involve records from multiple - departments/offices or requests that require a

significant amount of redacting and privilege log creation, requested documents . .- e
““may be provided on a rolling or:installment basis in order to prevent undue .-

| disruption to carrying on the normal and essential duties of that department or
office or the County while promoting timely access to requested documents -

- 6.10 - Protection of Public Records '

Except as necessary to make copies by a public employee or prlvate copy
shop ‘the Public Records Officer or ‘Assistants shall, to the extent practical,
ensure that records requested are not removed from the premlses nor portions

"-'-.thereof removed by members of the. publlc Documents shall 'not be released to

the publlc for-the purpose of allowing the person making the request to ‘make
copies. “The ~Records Officer and  Assistants shall also take necessary
precautzons to protect against drsorganlzatlon of County records e

6.11 Later Discovered Documents

If additional information is dlscovered that should have been prowded as
part of an earlier public records request, those documents should be forwarded
to the requestor with a brief explanatlon as to why the newly discovered |
documents-were not located as part of the request response.

7.  PUBLIC RECORDS EXEMPTIONS . -~ -

7.1 Adoption of MRSC List of Other Laws that Prohibit or Exempt
Disclosure e A

In addition to the specific exemptions described in RCW 42.56, the County
hereby adopts the list of laws maintained by the Municipal Research and
Services Center (IVIRSC) as the list containing other laws that prOthlt or exempt
disclosure.

7.2  Addition of Other Exemptlon
-From time to time the Prosecuting Attorney’s Offlce may supplement the

: MRSC list by adding additional ‘laws that prohibit or exempt disclosure. Any
supplements to the MRSC list will be added as an appendix to this policy.

7.3  Failure to List Exemption on List

Cltlng to an exemption or other law preventing disclosure that is not on the
MRSC fist or the County’s supplemental list does not invalidate the citing to that
particular law or exemption as a reason why a record or part of a record is not
drscloseable

SKAGIT COUNTY
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- 74 Other Aqenc;les ‘Records R
© . Request for inspection -or copies of public. records in data bases that are

- 'maintained by the state of Washington, federal’ government or other government

agencies, including other counties’ departments, will be subject to such additional
rules and regulations of that agency. Some of these types of records require
different forms and fees associated with those records set by the state or other
agency; not by this policy. S

8. COPY FEES

8.1 No Fee for Inspection of Public Records
There is no fee for inspectingfirviewtng public records.

8. 2 Copy Charge for Letter or Legal Size Copies o
Unless there is - -another statute settlng the fee for.copies of a recordr
copies shall be $ 0.15 (fifteen cents) per page. This includes both color and
black and white coples RN

8.3 Oversrzed Unlque Cotor or Larae Requests For Documents

Some documents due to their size, graphlc or color, may have to be sent
to an outside copy service.. Addltlonaliy, some-departments/officers do not have
color copy capabilities. “Calor copies will only be available when it is necessary to
capture color-sensitive information within the record and is so requested by the

requestor. For these types of documents or for requests that involve a- large e

amount of copies, the Records Officer or ASS|stant may. in their discretion send
these documents to a professional copy service for copying. The charge will be
the cost of the outside copy service. _

8 4 Cost of Other Medla SRR
" The’ cost of other media ‘shall be the cost pald for the media by the
department or office. Since dlfferent offices and. departments purchase different
- volumes: of ‘CDs and tapes, costs between departments and offices may differ
‘slightly. "No cost will be imposed for the actual time: spent transferring or copying
mformatron/records onto the media:

8 5 Deposn

If the requestor wants a large amount of copies of public records then the
- Public: Records Officer or Assistant may require an up-front deposit of 10% of the
estimated’ copy ‘charge before gathenng and Iocatlng the matenals to be copled

8 4 F’avment for Coples -

Full payment for the coples and any ma|I|ng costs may be required before
the actual mailing/ pick- up of the records. If records are sent before receiving
payment and the requestor does not provide payment for the records, the County
does not need to respond to other requests from the same requestor unt|l the
outstanding payment is satisfied.

SKAGIT COUNTY
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8 5 Gatherlnq and Locating Records o
There is no fee for- County time expended for gatherrng, locating and
fulfilling the requests other than the actual copy charges descrlbed above.

9. ELECTRONIC AND: MULTIMEDIA DATABASE INFORMATION AND
' CREATION OF RECORDS -

o :"9.' Electronlc Records Prlnted or Provided Electronically _
At the option of the Public Records Officer or Assistant, electromc records
may be printed out prior to copying and delivery. If. the electronic record is large

and not capable of being printed out, then.the document may be prowded o

electronlcatly in the format in which the records are maintained.

9. 2 No Dutv to Convert Electronic Records to Another Format
S There is no obligation of the County to convert an electronic record to a
.. -format that is different than the current format in which the document or record

0 exists

9.3 Back-up Tapes

: The County may back up. electronic rnformatlon for emergency recovery
purposes. To prevent the inference with essential functions of the County, back-

~up tapes will not be examined in- response toa publlc records request

9.4 . Videos and Other Multlmedla

- County business may be recorded on video. All requests of video or other
multlmedla information or- records shall state -a date in which the event occurred.
Given- that these tapes are ot indexed -as to subject and are not word
searchable; the requestor must specifically request that he or she is looking for
multimedia records. The County, in order to prevent the inference with essential
functions of the County, has no obligation to respond to a request by searching
all multimedia files. It should be noted that much of this multimedia is available
on the County’s website. ST

9.5 . Creation of Records Not in Existence

The County is not obligated to format or create documents that are not in
existence. Reports may be run on information databases if the report is one that
is commonly run as part of County business or if it would not be burdensome on
the County. However, the County is not required to reformat or write code in
order to create a program to retrieve and complete specific information. -

9 6 Documents Available on Website

Many public records are available on the County’s websﬂe The Records
Officer or Assistant may direct a requestor to the County’s website to fulfill a
records request.. For those who do not have access to the Internet, there are
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public termmals at the Countys Admlmstratlve Buudmg located at 1800
Continental Place, Mount Vernon. . :

10. RECORDS RETEN:TION 'POL]CY

10.1 State Archive Schedule

o The County, to the extent practicable, stnves to follow the State Archivist
* records retention manual as adopted by the Local Records Committee; however

'records may be kept longer than the time detailed under the schedule '
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