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Executive summary

The purpose of the King County Public Records Committee (PRC) is to advise the King County Council and the King County Executive on policy recommendations regarding public records, both electronic and paper-based, including policies for posting records on county maintained websites.  The PRC also provides guidance on the planning and implementation of the County’s records storage management plan and the Electronic Records Management System.

The PRC charter approved and amended by the County Council under Motion 12511 calls for an annual report submitted to both the King County Executive and the King County Council by March 1 of each year. This report summarizes the activities of the committee for calendar year 2011.

Public Records Committee met four times in 2011 to work on the following items: 
1. social media options in response to the ordinance pending before the County Council,
2. records management training for advisory bodies in response to the ordinance pending before the County Council,
3. text and instant messaging and pinning,
4. call for unfunded mandates to be suggested for addition to the County’s legislative agenda, specifically in regard to the County Recorder charging county agencies to record certain types of documents, and
5. redaction of personally identifiable data on recorded documents.


The PRC approved and recommended for adoption revisions to executive policies related to inactive records storage and records disposition. The PRC also continues to work with Archives and Records Management Section staff to facilitate the management of public records and keep apprised of the progress of the KC ERMS project. 

The duties of chair passed to Norm Alberg, Deputy Director, Records and Licensing Services Division in September, when Val Woods left the County. 

Given the speed at which technology moves and the need to develop a comprehensive records and Information management (RIM) plan for the County, the Public Records Committee will increased the frequency of its meetings from quarterly to monthly.

Background

On May 21, 2007, the King County Council passed Motion 12511, approving the vision, guiding principles, goals, governance and management structure of the King County Public Records Committee as outlined in the Public Records Committee Charter.  The formation of the PRC came in response to King County Council Ordinance 15608, which called for the creation of a public records committee to advise both the Council and the King County Executive on policy recommendations regarding public records, specifically including both paper and electronic records. Issues coming under the purview of the PRC include privacy, access to and charges for copies of public records, display of records on county websites, planning and implementation of a countywide records storage management plan, and a countywide electronic records management initiative.

The charter as approved calls for members of the committee to include representatives from the King County Council; Prosecuting Attorney’s Office; Sheriff’s Office; Assessor’s Office; Department of Judicial Administration; the offices of Management and Budget and Information Resource Management; and from the departments of Executive Services, Natural Resources and Parks, Transportation, Development and Environmental Services, Adult and Juvenile Detention, Community and Human Services, and Public Health.  The list of PRC members is provided in attachment Number 1. 

The charter as amended assigns the responsibilities of presiding at meetings and conducting the business of the committee to the director of the Records and Licensing Services Division (RALS), as the chair of the PRC. With agreement of the membership, these duties have been delegated to the deputy director of RALS. 

In 2011, the Public Records Committee met quarterly, usually during the first week of the last month in the quarter. The PRC has met four times since the last report: March 1, June 16, September 6, and December 6, 2011. 
2011 Work Plan
The committee agreed to work on five items during 2011:

1. social media options in response to the ordinance pending before the County Council
2. records management training for advisory bodies in response to the ordinance pending before the County Council
3. text and instant messaging and pinning
4. call for unfunded mandates to be suggested for addition to the County’s legislative agenda, specifically in regard to the County Recorder charging county agencies to record certain types of documents
5. redaction of personally identifiable data on recorded documents.
Public Records Committee goals
1. Provide advice on policies, guidelines, and best practices for specific records management concerns, including, but not limited to,
a. advice in the development of policies concerning public records management,
b. reviewing and commenting on proposed public records management rules, policies, or ordinances prior to their adoption, and
c. advice on methods for ensuring public access to electronic records that protect personally identifiable information.
2. Provide guidance on the planning and implementation of a countywide records storage management plan.  This includes
a. guidance for addressing records inventory and records storage capacity growth and 
b. advice in the development of policies regarding the storage of inactive public records.
3. Provide guidance on the development of policies and guidelines for the permanent preservation of the County’s historical records, including, but not limited to,
a. a comprehensive archival policy for all county records that are likely to be of permanent value in understanding the history of King County and
b.  access to those records that document the County’s history.
4. Provide guidance on the development of policies and guidelines for posting records on county websites including, but not limited to,
a. [bookmark: _GoBack]protecting personal identifying data contained in public records and
b. providing internet access to public records.
Summary of PRC activities related to goals
A. PRC goal No. 1:
Made recommendations regarding the records management implications of Office 365
In August, the PRC sent recommendations to the County’s Chief Information Office (CIO) Bill Kehoe regarding the use of the Office 365 Suite, which includes Office Communicator, SharePoint, Live Meetings and Instant Messaging, attachment number 2.

Social Media Advisory Group
PRC members Cynthia Hernandez, Terra Strouhal, Deborah Kennedy served as members of the Social Media Advisory Group that was formed in response to Ordinance 17008 passed by the King County Council in December 2010. That ordinance required the County Executive to establish the Social Media Advisory Group which was charged with writing a report that would give the County Council policy options regarding the uses of social media and records retention issues for social media postings. 

Investigate adding a request for a recording fee exemption for some types of documents that county agencies are required by RCW to have recorded or filed with the Recorder’s Office. 
At the December meeting the committee formed a small group to investigate the unfunded mandate of the County being required to records certain document types therefore requiring the County to pay recording fees when those documents are recorded. 

Managing electronic records
During the course of the year, Nicole Franklin, Project Manager, kept the committee apprised of the project’s progress. A new contract was signed following, eight months of negotiations that gave the County an upgrade, completed in August, compatible with Office 2010 and lower maintenance costs that will not come due until January 2013. An evaluation of system acceptance has resulted in a new rollout methodology that includes comprehensive records inventories, development of file plans for individual workgroups and then training employees to file their records in the system using those file plans. 

B.	PRC goal No. 2:
Policy on public records disposition
Implementation of the ERMS physical records module altered many of the work processes involved in sending records to storage, retrieval requests and records disposition. Two policies and procedures related to these processes were amended to reflect current business practices:
1.  using the King County Records Center to store and retrieve records and
2.  disposition of public records in King County.

Executive Policies INF 15-2-1 (AEP) Using the King County Records Center to Store and Retrieve Records and INF 15-3-2 (AEP) Disposition of Public Records in King County were signed by the Executive and became effective, May 23, 2011, attachment numbers 3 and 4.
B. PRC goal No. 3:

Received and reviewed a series of brochures designed by Archives staff as self-help educational materials to help customers access information from a variety of county resources. A list of brochure titles is provided as attachment 5.
C. PRC goal No. 4:

Social Media Advisory Group
PRC members Cynthia Hernandez, Terra Strouhal, Deborah Kennedy served as members of the Social Media Advisory Group that was charged with writing a report that would give the County Council policy options regarding the uses of social media and records retention issues for social media postings. 

Subcommittee/working group formation
Four members of the PRC Cynthia Hernandez, Terra Strouhal, and Deborah Kennedy served as members of the Social Media Advisory Group that was formed in response to Ordinance 17008.

A working group to provide recommendations regarding the records implications of the text messaging, instant messaging and pinning was formed at the March meeting. The group presented draft recommendations at the June meeting. These recommendations were sent to the CIO in August.

A workgroup was formed at the December meeting to research and develop recommendations regarding adding a request for a recording fee exemption for some types of documents that county agencies are required by RCW to have recorded or filed with the Recorder’s Office. 

Other

Records management training for members of advisory boards and commissions
	
In response to the ordinance, passed by the Council in December 2010, Kelli Williams, Public Records Officer, developed training for members of the County’s advisory boards and commissions on Public Records Act requirements. The Ordinance also required the County to provide e-mail addresses for the board and commission members.  There are about forty-five boards of commissions, with about 500 members. 

After some discussion it was agreed to put the development and implementation of a PRC communication strategy on the 2012 work plan. Minutes and agendas along with the meeting schedule is available on the PRC website, http://kcweb.metrokc.gov/archives/prc.aspx 


Attachment 1 PRC Membership List

	Name
	
	Agency

	Andrea Williams 
	Member
	Adult & Juvenile Detention

	Stan Roe
	Member
	Assessor’s Office

	Dave Goff
	Member
	Board of Equalization

	Ralph Johnson
	Member
	Chief Information Security & Privacy Officer

	Rene Franzen
	Member
	Community & Human Services

	Deborah Kennedy
	Member
	County Archivist

	Kathy Graves
	Member
	Development & Environmental Services

	Jarrod Lewis
	Alternate
	Development & Environmental Services

	Prakash Meloot
	Member
	District Court

	Sherril Huff
	Member
	Elections

	Nathan Valderas
	Alternate
	Elections

	Tom Koney
	Member
	Executive Services

	Norm Alberg (Chair)
	Member
	Executive Services: Records & Licensing Services

	Lorraine Patterson
	Alternate
	Executive Services: Records & Licensing Services

	Teresa Bailey
	Alternate
	Judicial Administration

	Joel McAllister
	Member
	Judicial Administration

	Jennifer Giambattista
	Co-representative
	KC Council

	Anne Noris
	Co-representative
	KC Council

	Nicole Franklin
	Staff
	KC ERMS Project Team

	Terra Strouhal
	Member
	KCIT

	Cynthia Hernandez
	Member
	Natural Resources & Parks

	Shelley Harrison
	Member
	Office of the Executive

	David Ryan (Vice Chair)
	Member
	Prosecuting Attorney

	Patrick Vanzo
	Member
	Public Health

	Lisa Werlech
	Alternate
	Public Health

	Kelli Williams
	Member
	Public Records Officer

	Leslie Groce
	Alternate
	Sheriff’s Office

	Patty Shelledy
	Member
	Sheriff’s Office

	Laurie Brown
	Member
	Transportation

	Craig McMurdo
	Alternate
	Transportation







Attachment 2 Recommendations regarding new technology tools


Attachment 3 INF 15-12-1 (AEP)



Attachment 4 INF 15-3-2 (AEP)



Attachment 5 King County Archives self-help brochure titles

1. Getting or changing a property “title record”
2. Name change orders
3. Original property purchase price
4. Condominiums and homeowner association records
5. Condominiums and King County’s Parcel Viewer
6. Finding a short plat
7. Lot and boundary line adjustments
8. Understanding recording numbers
9. Property surveys
10. Road and drainage plans
11. Easements
12. Plat maps
13. Grantor/Grantee index
14. Marriage certificates
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Public Records Committee Recommendation: New Technology Tools Guidance and Communication
Submitted August 1, 2011

Background: At the March meeting of the Public Records Committee (PRC) a topic was raised about the intersection of
new technology tools (such as Office 365) with King County’s obligations under the Public Records Act and Records
Retention laws. PRC members suggested that a task group be formed to draft a recommendation to address concerns
about this intersection. Cynthia Hernandez, PRC Member and Public Records Officer for the Department of Natural
Resources and Parks, offered to coordinate the work of the task group, which included the following participants:

Anne Noris: Clerk of the Council

Deborah Kennedy: County Archivist

Kelli Williams: King County Public Records Officer
Nicole Franklin: Electronic Records Project Manager

The task group developed a draft recommendation for consideration by the full PRC, which provided input, suggested
revisions, and ultimately approved the recommendation by a unanimous vote at the June 16, 2011, PRC meeting.

Issue Statement: New enterprise-wide information technology tools (such as LiveMeeting, Office Communicator, and
the anticipated suite of tools associated with VolP-voice over IP telephony) are being put into use countywide. To
ensure maximum effectiveness and efficiency of these tools, while minimizing risk, it seems necessary and prudent to
consider how these new tools impact our ability to produce and retain records consistent with legal requirements
associated with the Washington State Public Records Act (RCW 42.56) and the Preservation and Destruction of Public
Records (RCW 40.14) and to provide staff with guidance about how best to use these tools efficiently, effectively and in
compliance with applicable laws. In the absence of such guidance, experience has shown that staff will use these tools
inconsistently, which can lead to unnecessary work and legal risks. To this end we offer the following recommendations
and further considerations.

General Recommendations:

Since KCIT has the service reach encompassing all branches of county government, has the unique (and sometimes
exclusive) understanding of the functions and limitations of a technology tool, has an existing governance team, and
controls the timing for deployment of enterprise-wide technology tools, we recommend that KCIT should establish and
maintain a methodology to ensure that all new technology tools are deployed reliably and systematically with
appropriate communications, training and policies that are developed in a way that is representative of the county’s
public records, records management, and ethical responsibilities and interests. We are not making a specific
recommendation for what this looks like, but we are suggesting that some reliable element be added to current
processes to include expertise in records retention and public records implications for deployment of new enterprise-
wide tools.

Further, we recommend that as new enterprise-wide tools are deployed, KCIT should consider the following elements
and provide documented guidance to staff about them:

e Training for using the tool (this could be as simple as providing a link to online training, which is how training is
often currently promoted).





e Suggested considerations informing the best use of the tool. (IM as an appropriate tool for transitory messages;
email for general business communications; and points for consideration about records created automatically
or on demand when using tools like LiveMeeting, for example.)

e Ethically sound use of the tool (perhaps boilerplate language that is on each bulletin for the new tool, if there is
no specific ethical implication for a given tool.)

e Records retention and Public Records considerations associated with the tool.

e Arepository for further questions/guidance about the tool.

Considerations:

As we consider new tools and providing guidance for their use, these are key concepts for consideration that must be
weighed:

e Transparency as a value that must be considered in the context of :
= Resource constraints (some processes for retention are possible but are resource intensive); and
= Where transparency is not a perceived benefit of guidance about a tool’s use, do the benefits of such
guidance outweigh the perceived lack of transparency?
e End user understanding of guidance and tools as would support both broad adoption of the tools (which in turn
supports their cost/benefit quotient) and compliance with applicable laws and policies.

Specific Policy Framework recommended for instant messaging/Microsoft Office Communicator:

The specific policy framework we recommend, when taking into consideration the sometimes competing objectives of
transparency and sound resource management, is one that favors sound records management practice, which includes
encouraging destruction of records that have no retention value (those scheduled as “no longer needed for agency
business”) and ensuring that employees understand the best uses of technology tools in the context of effective records
management. To be more specific, with a tool like Office Communicator, which is an instant messaging tool, we would
like to see these three things happen:

1) Guidance to employees discouraging use of Office Communicator (and instant messaging in general) for
communications about business matters or about anything that would result in creation of a record that would
need to be retained beyond its immediate utility.

2) Technical steps taken to centrally disable the option for an individual desktop user to retain instant messages. If
this step is taken, we believe it should be accompanied/supported by a policy statement explaining that the step
has been taken to promote proper use of the tool (for transitory records only).

3) Acknowledgement in the guidance that goes out that the guidance is effective on a point-forward basis and that
any records created prior to actions 1 and 2 above should be retained or disposed of in accordance with
appropriate schedules.

Notes about this recommendation: It should be noted that the working group of the PRC considered the issue of
instant messaging in particular, and did consider other alternatives to the recommended approach. In the end, the
recommended approach was favored because it struck the best balance of promoting use of new technology tools,
complying with public records retention and disclosure laws, minimizing risk to the county, and minimizing the employee
resource hours needed to implement the approach.

It should also be noted that this recommendation is for a specific technology tool already deployed and in use. Other
new tools (such as LiveMeeting, IP Telephony services, etc.) will present similar issues, so it would be beneficial to get a
working process in place and early agreement on shared values and approach (see General Recommendations section).






image2.emf

King County General Administrative

King County Administrative Policies and Procedures Policies and Procedures

Title

Document Code No.

Using the King County Records Center to Store and Retrieve Records INF-15-2-1 (AEP)
Depariment/lssuing Agency Effective Date,
DES/Records and Licensing Services Division MAY L3, Lol|

1.0

2.0

3.0

4.0

SUBJECT TITLE: Using the King County Records Center to Store and Retrieve

Records

1.1 EFFECTIVE DATE: (10 days after Executive Signature)

1.2 TYPE OF ACTION: Supersedes INF 15-2 (AP), "Using the King County Records
Center to Store and Retrieve Records" dated November 2, 1991.

1.3 KEY WORDS: Records Center, Retrievals, Storage, Retrievals, Records, ERMS,
Electronic Records Management System, Records Retention Schedules

PURPOSE:

2.1 The purpose of the King County Records Center is to store inactive records created by

King County agencies that have not met their legal retention period as determined by
approved records retention schedules. This policy establishes procedures for King
County agencies wishing to use the King County Records Center to store and retrieve
public records.

ORGANIZATIONS AFFECTED:

All King County Agencies, Offices and Departments

REFERENCES:

4.1 R.C.W. 40.14 — Preservaiion and Destruction of Public Records

4.2  R.C.W.36.23.065 — Destruction and Reproduction of Court Records

43  W.A.C. 434-663 — Electronic Imaging Systems — Standards for Accuracy and
Durability

4.4  King County Code 2.12 — Retention of Records

4.5  King County Executive Policies and Public Rules, LGL-15-1 (AEP) — Legal Hold

Procedures





Division: Records and Licensing Services
Effective Date:  May 2% 20 (1 Page2 of 8

5.0 DEFINITIONS:

a unit at a single time; an acquisition.

5.2 “Active Records” are records that are regularly referenced or required for current
business needs.

53 “Category” describes the type of records produced as a result of one or many business
functions of an agency. In the Electronic Records Management System (ERMS), a
category is the equivalent of a record series. The rule associated with the category
contains the approved disposition authority number and gives the retention period for
the record series.

5.4 “Cutoff Date” is the date or event triggering the countdown of the retention period.

5.5 “Disposition Authority” is the liaison between their department and the Archives and
Records Management Section. This individual has a strong knowledge of the agency
business functions and associated records. The disposition authority appoints alternate
disposition authorities and records coordinators for their department, division or
section. Final disposition of records is approved by the disposition authorities
designated by the agency.

5.6 "Disposition Authority Number (DAN)" is the unique number assigned to each
retention schedule by the Washington State Local Records Committee. This number
represents approval by the state Local Records Committee to destroy or transfer
records to the archives after a specified period of time known as the retention period.

5.7 “Electronic Records Management System (ERMS)” is the system used to securely and
effectively manage both electronic and physical records within their retention period in
accordance with the county’s records management policies.

5.8 “Inactive Records” are records that are no longer used in the day-to-day course of
business. These records are typically twe years past the date of creation but are still
within their retention period.

5.9  “Inclusive Dates” is the span of time between the date of the oldest and the date of the
most recent record included in a container or record series.

5.10 “Interfiling” is the process of adding records to their proper place in an established
filing sequence.

5.11 “King County Records Center” is a facility operated by King County that is
responsible for the controlled storage of inactive records and the destruction of records
that are past their retention period. Records stored in the Records Center remain in the
legal custody of the agency that created them.
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6.0

5.12

5.13

5.14

5.15

5.16

5.17

5.18

5.19

5.20

“Legal Custody” refers to the control of, access to, possession of, or responsibility for
electronic and physical records. It denotes ownership of records.

“Legal Hold” is a request by the Prosecuting Attorney’s Office to an agency to
preserve all records, including documents and electronically stored information that
may relate to a pending or anticipated legal action involving the entity.

“Matter” is a specific instance of a business activity that acts as an electronic file
cabinet within the Electronic Records Management System (ERMS).

“Physical Custody” refers to the housing and maintenance of records without legal
ownership, as authorized by the legal custodian.

“Record Series” is a group of records, performing a specific function, which is used as
a unit, filed as a unit, and may be transferred or destroyed as a unit. A record series
may consist of a single type of form or a number of different types of documents that
are filed together to document a specific function.

“Records Coordinator” is the individual designated by the disposition authority to send
and retrieve records from the Records Center. This individual works closely with the
agency’s business records on a daily basis.

"Records Retention Schedules" are approved by the Washington State Local Records
Committee. They list the common types of records created by local government
agencies and indicate the minimum length of time the record is to be retained. The
schedules also designate records as essential and/or archival. The information in the
categories is derived from these approved records retention schedules. Retention
schedules for King County agencies can be found on the Archives and Records
Management intranet site.

“Retention Period” is the length of time during which records must be maintained by
an agency after the cutoff date is reached.

"Washington State Local Records Committee" is the committee that has the authority
to review and approve the disposition of all local government records in accordance
with RCW 40.14.070 and WAC 434-630.

POLICIES:

6.1 Records sent to the King County Records Center must be classified as public
records in accordance with RCW 40.14 and must be covered by an existing
record retention schedule approved by the Washington State Local Records
Committee.

6.2 The records must meet the definition of “Inactive Records” (see 5.8 above).

6.3  The records must have at least one (1) year remaining in their retention period.
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6.4

Agency records that are past their approved retention period will not be stored
in the King County Records Center. The only exception to this policy is when

6.5

6.6

6.7

6.8

6.9

6.10

6.11

6.14

6.15

records are required to be retained due to audit and/or legal hold.

The originating agency retains legal custody of and responsibility for records
stored at the King County Records Center.

Paper records that have been converted to digital images and for which there is
a state approved system in place will not be stored at the King County Records
Center.

All records in a box must be part of the same record series and have the same
cutoff date and retention period for ease of disposition. Boxes containing
mixed record series with different retention periods are not eligible for storage
in the King County Records Center.

Records to be stored at the King County Records Center must be entered into
the ERMS by the agency’s disposition authorities and/or records coordinators.

All records stored at the King County Records Center must be placed in
standard 12"x10"x15" boxes with double-walled construction. Exceptions for
oversized materials will be granted only by the King County Records Center
Supervisor or the Archives and Records Management Section Manager.

Boxes must be labeled with a standard King County Records Center label
placed on one end of the box under the handle opening. Labels are available
through the King County Print Shop or printed directly from the ERMS.

Boxes weighing more than thirty (30) pounds will not be accepted for storage
at the King County Records Center. Boxes should have at least two inches of
free space and must be at least half full. Computer printouts laid flat in a box
should not be higher than the bottom of the handle openings.

Boxes containing binders or hanging file folders will not be accepted.

In order to maintain the integrity of agency filing systems, only box level
records retrieval requests will be processed. For unusual circumstances, the
King County Records Center Supervisor will consider requests for individual
files on a case by case basis.

All records retrieval requests and access to records must be made by
individuals who are specifically designated by their respective agencies as
disposition authorities or records coordinators.

Records retrieved from the King County Records Center that are not returned
to storage within six months will be permanently transferred back to the
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originating agency. These records may be returned to the King County Records
Center only as part of a new accession.

6.16 Ifit is necessary to add new records to a box after it has been sent to the King
County Records Center, it is the originating agency’s responsibility to interfile
the new material.

7.0 PROCEDURES:

PREPARING RECORDS FOR TRANSFER:

Action By: Agency

Action:

7.1

7.2

7.3

7.4
7.5

Obtains the appropriate boxes from a vendor of choice (see 6.9 for box specifications)
and pre-printed box labels from the King County Print Shop or box labels printed from
ERMS.

Finds the appropriate categories (record series) for the records being transferred in the
approved records retention schedules. Current retention schedules can be found on the
Archives and Records Management intranet site and in the ERMS. If an appropriate
retention schedule cannot be located, contacts Records Management.

Boxes records (in accordance with specifications outlined in section 6.0) so that each
box contains records in the same records series with the same cutoff date and retention
period and are therefore due for destruction in the same year. For example, payroll
records from 2000 with six-year retention should not be boxed with payroll records
from 2001.

Enters information about each box into the physical records module of ERMS.
Prepares one label for each box (order from Print Shop or print directly from ERMS).

£ 4+ Q1

7.5.1 Includes the following information on the blank Print Shop label:

(A) ERMS Box Number: e.g., 526481, 526482 (this number is generated
after the box has been input into the ERMS).

(B) Department/Division: Self explanatory.

(C)  Category (Record Series) Title/Description: Titles must match the
category titles on the record retention schedules and in the ERMS.
Description lists contents of box.

(D) Inclusive Dates: Beginning and ending dates of records in the box.

(E)  Leaves other sections blank for Records Center use.
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7.5.2 Places the label on one end of the box under the handle opening.

7.6 Notifies Records Management that boxes are ready to be picked up by e-mailing
records.help@kingcounty.gov.

7.6.1 Includes the following information in the e-mail:
(A) Department, Division, Section (DDS).

(B)  Category Title: Titles must match the category titles on the records
retention schedules and in the ERMS.

(C)  Matter Name(s).

(D)  The total number of boxes ready to be picked up.
TRANSFERRING RECORDS TO THE KING COUNTY RECORDS CENTER:
Action By: Records Management
Action:

7.7  Reviews the new boxes in the ERMS for accuracy and completeness.

7.7.1 If acceptable, King County Records Center contacts the agency to schedule a
pick up. The department retains the responsibility for the security of the records
until they are picked-up by the King County Records Center staff.

7.7.2 If not acceptable, contacts the agency to explain the problems with the boxes
and works with them to remedy the situation.

Action By: Agency
Action:
7.8 If necessary, contacts the Facilities Management Division work order desk to arrange
the transfer of records to either Administration or Courthouse loading docks. For King

Street Center and Regional Justice Center, boxes will be staged at the respective
loading docks for pick up by the King County Records Center staff.

7.9  Arranges for appropriate security measures for boxes once at the appropriate loading
dock. The agency retains the responsibility for the security of the records until they are
picked up by the King County Records Center staff.

7.10  For locations other than mentioned above, notifies the King County Records Center
staff of pick up locations.

Action By: King County Records Center

Action:
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7.11 King County Records Center contacts customer to schedule a pickup date.
719 Pic] 1 bdeti 1 he Kine € n € '

7.13  Attaches the barcodes to their corresponding boxes. The number on the barcode label
will match the ERMS Box Number on the box label.

7.14  Places the boxes on the shelves and scans the box barcode into the appropriate space.
RETRIEVING RECORDS FROM THE KING COUNTY RECORDS CENTER:
Action by: Agency
Action:

7.15 A disposition authority or records coordinator locates and requests the records through
the ERMS. Records can only be requested by the originating agency’s approved
disposition authority or records coordinators.

7.16 The records will be delivered to the disposition authority or records coordinator at his
or her King County mail stop.

7.17 If the records are to be examined at the King County Records Center, requests for on-
site examinations can be sent to records.requests@kingcounty.gov.

Action by: King County Records Center
Action:

7.18  Pulls requested box, scans it out to the disposition authority or records coordinator,
and either delivers the box to requesting agencies or sends the box using King County
Mail Services. Records requested for retrieval before 10:00 a.m. will be pulled and
mailed and/or delivered on the same day.

7.19 Makes deliveries on a daily basis to destinations in the downtown core area. Ships
records requests destined for King County offices in outlying sites using King County
Mail Services. Personnel approved both by the originating agency and by Records
Management may pick up records at the King County Records Center. Whenever
possible, priority requests will receive same day delivery.

7.20  For requests to view records in the King County Records Center, schedules staff to be
available and arranges the date and time with the agency

RETURNING RECORDS TO THE KING COUNTY RECORDS CENTER:
Action by: Agency

Action:
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8.0

9.0

7.21 Contacts the King County Records Center to arrange pick up, drops the boxes off at
their delivery/pick up locations, or agency couriers return boxes directly to the King
County Records Center.

Action by: King County Records Center

Action:
7.22 Picks up boxes and returns them to the King County Records Center.
7.23 Re-shelves the records and scans the barcodes into the appropriate spaces.
RESPONSIBILITIES:

8.1 Agencies are responsible for designating one or more employees as the disposition
authorities for that agency. The disposition authority is responsiblé for designating the
records coordinators for the agency and notifying the King County Records Center
when that person changes. They are also responsible for approving disposition of
records. Disposition authorities and records coordinators are responsible for correctly
boxing records for storage at the King County Records Center, managing the records
sent to storage in the ERMS, and providing the correct information when requesting
records from the King County Records Center.

8.2  The King County Records Center and Records Management staff are responsible for
reviewing new boxes in the ERMS to ensure compliance with this policy, transporting
boxes to the King County Records Center, and retrieving and delivering requested
records to the agencies.

8.3 The King County Records Center Supervisor is responsible for authorizing storage of
nonstandard sized material and authorizing, on a case by case basis, retrieval of
individual files.

8.4  Agencies are responsible for the security of their boxes from the time they are placed
at the loading dock to the time Records Center staff pickup the boxes.

APPENDICES:

None
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King County General Administrative Policies and Procedures
Title Document Code No
Disposition of Public Records in King County INF-15-3-2 (AEP)
Department/Issuing Agency Effective Date.
DES/Records and Licensing Services Division MAy 13 2oll

1.0 SUBJECT TITLE: Disposition of Public Records in King County

1.1 EFFECTIVE DATE: (10 days after Executive Signature)

1.2 TYPE OF ACTION: Supersedes INF 15-3-1 (AEP), "Disposition of Records at the
King County Records Center" dated January 19, 2009

1.3 KEY WORDS: Archives, Destruction, Disposition, Electronic Records Management
System, ERMS, Records Center, Records Retrievals, Retrievals

2.0 PURPOSE:

To establish King County policies and procedures for the legal and timely disposition of
public records that have fulfilled the required retention period. This policy applies to all King
County records stored and maintained in any format.

3.0 ORGANIZATIONS AFFECTED:
All King County Agencies, Departments and Offices
4.0 REFERENCES:
4.1 R.C.W. 40.14 - Preservation and Destruction of Public Records
4.2 R.C.W. 42.56 — Public Records Act
43  WAC 434-640 — Methods of Records Disposal
4.4  King County Code 2.12 — Retention of Records
4.5 INF 7-12.2 (AEP) - Public Disclosure Response Protocols.
5.0 DEFINITIONS:

5.1 "Archival Records" are records designated in a records retention schedule and/or
appraised by the County Archivist as having enduring historical value and/or a
research use beyond the use for which the record was created.

52 “Category” describes the type of records produced as a result of one or many business
functions of an agency. In the Electronic Records Management System (ERMS), a
category is the equivalent of a record series. The rule associated with the category
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contains the approved disposition authority number and gives the retention period for
the record series.

“Cutoff Date” is the date or event triggering the countdown of the retention period.

“Disposition” is the action that is taken on records that have reached the end of their
retention period - destruction or transfer to King County Archives.

“Disposition Authority” is the liaison between their department and the Archives and
Records Management Section. This individual has a strong knowledge of the agency
business functions and associated records. The disposition authority appoints alternate
disposition authorities and records coordinators for their department, division or
section. Final disposition of records is approved by the disposition authorities
designated by the agency.

"Disposition Authority Number (DAN)" is the unique number assigned to each
retention schedule by the Washington State Local Records Committee. This number
represents approval by the state Local Records Committee to destroy or transfer
records to the archives after a specified period of time known as the retention period.

"Disposition Authorization Report" is the report sent by Records Management to
agencies to inform them that records are eligible for destruction. The report may
include both physical and electronic records.

”Electronic Records Management System (ERMS)” is the system used to securely and
effectively manage both electronic and physical records within their retention period in
accordance with the county’s records management policies.

“ERMS File Plan” is the file structure built by the agency under the categories (record
series) provided by Records Management. The ERMS File Plan houses the boxes,
folders, and documents managed in the system.

“Electronic Record” means any record that exists on electronic media. Examples
include: e-mail messages and attachments, electronic documents, digital images and
databases.

"Final Disposition Notice" is the memo sent to agencies which have not returned the
Disposition Authorization Report within the prescribed forty-five (45) days.

“King County Archives” is the repository operated by King County where archival
records are collected, preserved and made accessible to the public.

“King County Records Center” is a facility operated by King County that is
responsible for the controlled storage of inactive records and the destruction of records
that are past their retention period. Records stored in the Records Center remain in the
legal custody of the agency that created them.
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5.14

5.15

5.16

5.17

5.18

“Record Series” is a group of records, performing a specific function, which is used as
a unit, filed as a unit, and may be transferred or destroyed as a unit. A record series
may consist of a single type of form or a number of different types of documents that
are filed together to document a specific function.

“Records Coordinator” is the individual designated by the disposition authority to send
and retrieve records from the Records Center. This individual works closely with the
agency’s business records on a daily basis.

"Records Retention Schedules" are approved by the Washington State Local Records
Committee. They list the common types of records created by local government
agencies and indicate the minimum length of time the record is to be retained. The
schedules also designate records as essential and/or archival. The information in the
categories is derived from these approved records retention schedules. Retention
schedules for King County agencies can be found on the Archives and Records
Management intranet site.

“Retention Period” is the length of time during which records must be maintained by
an agency after the cutoff date is reached.

"Washington State Local Records Committee" is the committee that has the authority
to review and approve the disposition of all local government records in accordance
with RCW 40.14.070 and WAC 434-630.

6.0 POLICIES:

6.1

6.2

6.3

6.4

Disposition of King County records shall be pursuant to a records retention schedule
approved by the Washington State Local Records Committee. Disposition will be
documented using the appropriate reports and forms provided by the Archives and
Records Management Section.

All King County agencies will appoint a minimum of one disposition authority to
approve disposition of records and to designate records coordinators. The appointment
of disposition authorities must be authorized in writing through the “Disposition
Authority Designation Form” and on file in the Archives and Records Management
office. In the event that a disposition authority is not appointed or is unavailable,
agency management will be responsible for designating one.

The disposition authority or their delegate will work closely with Archives and
Records Management on the agencies' records management issues. Duties include
helping Records Management staff with records retention scheduling, ERMS file plan
development, records transfer to inactive storage, and coordination of records
retrievals.

The disposition authorities will have a total of forty-five (45) days to coordinate a
response to receipt of a Disposition Authorization Report. Disposition may consist of
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destruction, transfer to the Archives, or a request for an extension of the retention
period. A “Final Disposition Notice” will be sent to the disposition authorities if no
response has been received after thirty (30) days. If a response is not received within
forty-five (45) days of the initial notice all records indicated on the Disposition
Authorization Report will be transferred back to the agency at the agency’s expense.

6.5  All requests to extend retention of records listed on the Disposition Authorization
Report must be approved by the Archives and Records Management Manager or the
King County Records Center Supervisor. Appropriate reasons to extend the legally
mandated records retention period include those records involved in ongoing or
pending litigation, audit, public disclosure request, or government investigation.

6.6  The Archives and Records Management Section offers three types of destruction
services for records that have reached their legal retention period: (1) Direct
destruction of physical records stored with the agency. (2) Destruction of physical
records held in inactive storage at the King County Records Center. (3) Deletion of
electronic records maintained in the ERMS.

6.7  For records which have been designated as archival by the King County Archivist, a
signed Disposition Authorization Report or an Archival Records Transmittal and
Transfer Agreement serves as the authorization to transfer both physical and legal
custody of these records to the King County Archives. For agencies on ERMS,
approval of the electronic disposition authorization serves as this authorization.

7.0 PROCEDURES:
Action By: Records Management
Action:

7.1 Sends out Disposition Authorization Reports to each agency’s disposition authorities,
at least annually, showing which records have met their retention periods and are ready
for disposition.

Action By: King County Archivist
Action:

7.2 Reviews Disposition Authorization Reports. Approves disposition of records that
have no enduring historical value or are not archival. Forbids destruction of records
that have enduring historical or archival value. This action authorizes transfer of these
records to the King County Archives.

Action By: Disposition Authorities (designated by agencies)

Action:
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7.3 Reviews all records listed on the Disposition Authorization Report to ensure that no
records scheduled for disposition related to any pending legal case, claim, or action.
7.4 Responds to the Disposition Authorization Report within forty-five (45) days. A

response involves either approving or forbidding disposition of the records via an
online report.

Action By: Records Management and Records Center Staff

Action:

7.5

7.6

Records Management reviews the Disposition Authorization Reports and processes
disposition of approved records through the ERMS.

Records Center staff destroys physical records approved for destruction by appropriate
means or if archival, transfers physical records to the King County Archives.

8.0 RESPONSIBILITIES:

8.1

8.2

8.3

The Archives and Records Management staff are responsible for reviewing all records
transferred to the King County Records Center to ensure that records are not destroyed
before their legal retention period is up, that records with archival value are
maintained, and that records are not held longer than is required by county code and
state law.

Agencies are responsible for designating at least one disposition authority and one
alternate. Designations must be accomplished in writing through the Disposition
Authority Designation Form and sent to Records Management for filing. A new letter
of designation will need to be accomplished and sent to Records Management if there
are any changes to agency disposition authorities.

8.2.1 Agency disposition authorities are responsible for working with Archives and
Records Management to appropriately dispose of agency records by responding
to the Disposition Authorization Report within forty-five (45) days of receipt.

The disposition authority or their delegate(s) are responsible for working closely with
Archives and Records Management on all of the agencies' records management issues.
These responsibilities may include:

8.3.1 Records retention scheduling, records transfer to inactive storage, maintenance
of records transmittals and coordination of records retrievals and refiles.

8.3.2 Ensuring accurate and up-to-date retention schedules are used on transmittal
forms when sending records to the Records Center.

8.3.3 Acting as a point of contact between the Archives and Records Management
Section and their agency to receive changes in policy, procedures and forms,
and disseminating information to agency employees.
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8.3.4 Acting as a liaison with ERMS Team to:
8.3.4.1 Request additional ERMS categories for new records;

8.3.4.2 Notify Records Management when ERMS categories become obsolete
or organizational ownership of records changes;

8.3.4.3 Participate with the ERMS Team in maintenance of the agency’s
records including populating cutoff dates on records, requesting
changes and updates to ERMS File Plans, etc.

8.4  Archives and Records Management staff are responsible for supplying disposition
confirmation information to the Disposition Authorities. Agencies on the ERMS have
online access to disposition information for their records.

8.5  King County agencies are responsible for the correct classification by category of
records sent to the Records Center for inactive storage, for direct destruction, or to be
stored on the ERMS. Archives and Records Management is available to assist agencies
in identifying and scheduling on state-approved schedules those records which cannot
be found on existing schedules.

8.6  King County Agencies are responsible for the security of hard copy records scheduled
for destruction until those records are picked up by Records Center staff or an agency-
selected vendor.

9.0 APPENDICES:

None






