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Il. King County Code

2.14.020* Public records committee - duties - reports - membership.
King County is committed to managing its public records as a countywide resource and in a
manner that:

A

1.
2.
3.
4.

Is efficient and economical;

Promotes open government and an informed citizenry;
Protects individual privacy; and

Meets county record retention and disposition standards.

A public records committee is hereby established. The public records committee shall:

1.

Advise the council and the executive on county public records policies, including both paper
and electronic records; these policies must include policies for posting records on county
web sites;

Provide guidance on the planning and implementation of a countywide records storage

management plan and a countywide electronic records management system;

Advise county agencies on their use of digital communication technology and serve as a

forum for sharing and discussing information about the county’s use of such technology;

and

Submit a report containing the following information by August 15 of each year in the form

of a paper original and an electronic copy to the clerk of the council, who shall retain the

original and provide an electronic copy of the report to all councilmembers, the council chief
of staff, and the lead staff for the council’s government accountability and oversight
committee or its successor. The report shall include:

a. adescription of the forms of digital communication that are in use by each county
agency;

b. foreach form of digital communication that is in use by an agency, a description of the
methods used by the agency to retain records of digital communication to meet
applicable record retention requirements; and

c. foreach form of digital communication that is in use by an agency, a description of the
methods used by the agency to search records of digital communication to meet
applicable public record disclosure requirements;

d. thereportrequired by the public records committee charter adopted by Motion 12511,
which provides a summary of the activities of the public records committee in relation
to the charter goals, and programmatic and policy recommendations as to how King
County can best manage, preserve and provide access to its public records; and

e. allagency reports submitted to the chair of the public records committee required by
K.C.C. 2.12.300 that describe each agency’s performance in responding to public records
requests during the preceding calendar year.

! link to KCC 2.14
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C. The director of the records and licensing services division or the director's designee shall be the
chair of the public records committee. The public records committee shall include
representatives of a broad range of county departments and elected agencies, including at a
minimum the following:

The council;

The prosecuting attorney's office;

The sheriff's office;

The assessor's office;

The department of elections;

Office of performance, strategy and budget;

The executive branch's senior public records officer;

The department of information technology's director of web-based services technology; and

Each executive department.

W oONOUAEWN
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lll. Executive Summary

The King County Public Records Committee (PRC) is composed of representatives from each King County
executive department, independently elected officials, and the Superior and District courts. The PRC
serves as a collective body of expertise to consider public records and records management impacts
associated with County business. In this role, the PRC promotes employee awareness of public records
and records management responsibilities, and advises the King County Council, the King County
Executive, King County Information Technology (KCIT), and others as appropriate on policy matters
associated with the management of public records.

This report includes a summary of the activities of the committee for the 2024 calendar year, the digital
communications technologies report, and the agency reports describing each agency’s performance in
responding to public records requests.

The PRC met 12 times in 2024 — each month of the year. The committee’s work in 2024 addressed each
of the six goals set out in its charter. The six goals are to:

1. Review, comment, and provide advice on County documents regarding public records
management, including policies, public rules, ordinances, guidelines, best practices,
etc.

2. Collaborate with County agencies and KCIT on technology-based communication tools
as they are deployed to ensure matters associated with records creation and
management are known and addressed.

3. Provide guidance on the planning and implementation of a countywide records storage
management plan and a countywide electronic records management system.

4. Provide guidance on the development of policies and guidelines for the permanent
preservation of the County’s historical records.

5. Provide guidance for the development of policies and guidelines regarding posting
records on County websites.

6. Provide ongoing, two-way communication across the County to ensure employees are
aware of issues and responsibilities regarding records creation and management.

IV. Background

Department Overview: The Department of Executive Services (DES) provides internal services to King County
agencies and departments, and public-facing services directly to King County residents. The divisions and offices
that make up DES include the Business Resource Center, Finance and Business Operations Division, Office of
Emergency Management, Facilities Management Division (FMD), Fleet Services Division, Inquest Program, King
County International Airport-Boeing Field, Office of Risk Management Services, and Records and Licensing
Services Division. RALS consists of four operating sections: Regional Animal Services; Licensing Services;
Recorder's Office; and Archives, Records Management, and Mail Services (ARMMS). AARMS is
responsible for compiling this report.

Key Historical Context: In 2006, the King County Council approved Ordinance 15608,2 which directs the

2 Link to Motion 156608
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RALS Division Director to chair the Public Records Committee (PRC) and established the required
membership of representatives of all King County executive departments, independently elected
officials, and the Superior and District courts. On May 21, 2007, the County Council passed Motion
12511,3 approving the vision, guiding principles, goals, governance, and management structure of the
PRC as outlined in the PRC Charter.

Key Current Conditions: Ordinance 18635, passed in 2019, defines and describes the three elements
that are required in the PRC Annual Report.

Report Methodology: Information about the work of the committee was pulled from committee
minutes by the PRC secretary. The PRC secretary also developed and administered a Teams survey to
gather the information for the Digital Communications Technologies section. The Public Records Officers
from the Prosecuting Attorney's Office, County Council, Executive Branch, and Sheriff's Office supplied
their reports for the public records request section. PRC voting members approved this report.

3 Link to Motion 12511
4 Link to Ordinance 18635
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V. Report Requirements
King County code 2.14.020 sets forth the reporting requirements for the PRC Annual Report.
A. Digital Communications Used in King County Government

The PRC used a Teams survey to gather information for this report. Responses were requested to be
consolidated by department or agency where possible. Responses were received from the following:

King County Assessor’s Office

King County Executive Office

King County Council

King County Prosecuting Attorney’s Office

King County Sheriff's Office

Boundary Review Board

Department of Adult and Juvenile Detention

Department of Public Health - Seattle and King County.

Department of Local Services- Director’s Office, Roads Services Division, Permitting

Department of Natural Resources and Parks

Executive Services, Office of Risk Management — Public Records Program,

King County Information Technology Department

Department of Judicial Administration

Department of Human Resources

In addition to the standard technologies issued on county computers, the digital communications technologies
reported as being used include:

e PublicInput e (CapCut

e Instagram e Medium.com

e Skype e Shutterstock

e X (formerly Twitter) e Hootsuite

e Vimeo e Adobe Premier
e Prezi e Localscape

e LinkedIn e Neogov

e Zoom e ArchiveSocial

e YouTube e Threads*

e Facebook e Reddit*

e GovQA e Vyond*

e Gov Delivery e Buffer*

e DoodlePoll e  BlueSky*

e WordPress e Airtable*

e Nextdoor e TikTok*

e  Flickr e Sprout Social *
e KCInform/Code Red e SurveyMonkey*
e Canva e Telemessage/Smarsh

e Eventbrite

Technologies with and asterisk (*) were newly reported in 2024.
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Digital Communication Purposes

County agencies use many digital communication methods in a variety of ways to engage with and
provide information and services to community members. Specialized applications enhance service
delivery by facilitating business processes, gathering customer input and feedback, and providing
access and transparency to legislative materials and other public records. Some common
communications tools, such as digital voicemail, email, and various software programs and technology
resources are used to:

1. Communicate with, educate and inform residents, internal and external customers,

partners, and other interested parties;

notify residents and employees of emergency situations;

conduct County business;

engage the public and promote public involvement;

distribute general information, news, advisory messages, alerts, and emergency communications;
market County services;

recruit for open positions of employment, and

©® N o Uk WwN

share photographs, historical documents, posters, and graphics.

While there was no change to the reported reasons for using digital communications technologies, the
specific technologies used did change. Some that had been previously reported, are no longer in use,
while others were reported for the first time in 2024. These are listed as “new in 2024” in the previous
list.

In many cases, survey responses reported that they opt to use digital communications technologies that
exist outside of the suite of technologies issued as standard by KCIT when those technologies are not
functional for a given purpose (such as video editing tools not available in the M365 environment). It was
also noted that it is important to communicate with members of the public in the virtual spaces they
frequent and in the applications with which they are familiar.

Retention of Digital Communication Records

A variety of records retention methods are used to retain records generated by digital communications
technologies. The most common of these include relying on the retention tools native to the digital
communication technology, retaining copies of content as electronic or paper copies, or using an off-
the-shelf product or service like ArchiveSocial to capture daily snapshots of web posts and social media
content. Agencies that use the records management system, Content Manager, can and often do retain
copies of social media and digital communications there.

Producing Records from Social Media and Digital Communications Technology Tools

To search for, gather, and produce records from digital communications technologies or social media
sites, departments and agencies report either using the search functionality available on those sites, the
tools native to the repositories used to store those records, or manually searching through the posts. In
instances of enterprise-wide technology solutions, central searching is available using eDiscovery/MS
Purview or Content Manager. Copies of web pages or social media communications stored in Archive
Social are either searched manually or using the system search functionality.

Records Management Program (RMP) continues to provide training, job aids, governance
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documentation, standard work documentation, and individual coaching and consultation on employing
records management best practices when using digital communications technologies, promoting
compliance with Executive Policy INF-15-4-1-EP>, Management of King County Public Records.® The
survey results help the RMP know where there is greater need for guidance and clarity about
responsibilities for retention.

Public Records Disclosure/Production

As a result of training, guidance, and governance, there has been increasing awareness among King
County departments and agencies of the responsibilities for properly organizing and retaining public
records created using social media and digital communications technologies and for producing records
responsive to requests made under RCW 42.56°: the Public Records Act.

Conclusions

King County departments and agencies have increasingly relied on digital communications to engage
with and provide services to the community. A continued emphasis on the importance of retaining,
managing, and making accessible public records that are created using digital communications
technologies has led to greater awareness, mindfulness, and an overall improvement in retention and
production of public records created in using those technologies.

B. A Summary of the Activities of the Public Records Committee

A Summary of the Activities of the Public Records Committee

In 2024, the Public Records Committee (PRC) built upon its foundational goals of advancing records
management, governance, and transparency across King County. Key efforts included implementing
the state’s updated CORE retention schedule, refining public records processes, and improving
processes, such as the legal procedures and workflows. The committee also played a critical role in
representing business records management interests in innovative solutions such as generative Al
governance and advancing projects such as the Public Folders Cleanup. Collaboration across county
agencies remained at the heart of PRC’s work, particularly through its integration with King County
Records and Information Governance Group (KCRIGG). The committee successfully navigated complex
initiatives like the Countywide Records Proviso response and policy development, while maintaining
its commitment to improving transparency, accessibility, and efficiency in records management.
Overall, 2024 was marked by progress, collaboration, and forward-looking efforts to meet King
County's evolving needs and opportunities.

KCIT

KCIT was one of many workgroups participating in the Countywide Records Management Proviso
response, leading the collection of response data associated with the county’s software and hardware
inventories, which was part of the information requested in the proviso.

KCIT continued to co-sponsor the King County Records and Information Governance Group (KCRIGG),
first with KCIT Chief of Staff, as the Co-Sponsor. Then the Director of Data Governance was hired and

served as the County’s policy lead on generative Al and replaced the KCIT Chief of Staff as Co-Sponsor
of KCRIGG.

5 Link to Executive Policy INF-15-4-1
6 Link to RCW 42.56
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Modern Workplace unit representative within KCIT attended a couple of PRC meetings to engage with
PRC members in discussions about opportunities to use eDiscovery/MS Purview, and to engage with
PRC members in the work associated with the Public Folders Cleanup Project. The project was nearing
completion by the end of calendar year 2024.

One of KCIT’s chief efforts in 2024 was the development of an Al Governance workgroup, led by the
Director of Data Governance. Under Director of Data Governance’s leadership, and with Office of
Equity, Racial and Social Justice Director co-sponsorship the County’s first Al Principles and Guidance
were published in September of 2024. The Guidelines are published on a SharePoint site.

Work is ongoing on a proposed long-term Al governance body — a group of cross-agency
representatives who review and vet software and generative Al requests — to be implemented
sometime in 2025. One of the goals is to identify gaps associated with requests that don’t fall neatly
into the existing KCIT governance structures, but to, at the same time, optimize existing structures.

KCIT continued work on generative Al use case approvals and the software request process and
engaged regularly with PRC to invite the sharing of use cases and other information relevant to gen Al
governance.

KCIT led work with customers and the Executive Office to determine how best to deploy the
transcription tool in MS Teams. A couple of specific customers outside of the Executive Branch were
approved for using the transcription tool. The Executive directed KCIT not to install it for general use
across the enterprise. The transcription feature does real time transcription during meetings, which
creates a record that is ‘verbatim,” but with much potential for inaccuracies. KCIT continues to
discourage its use at the Executive Office’s request. A transcription policy is anticipated from KCIT in
2025.

Privacy Program

A new Privacy Program Manager was hired in November of 2024, bringing new expertise to PRC and
KCRIGG discussions. The initial focus was on familiarizing the Privacy Program Manager with the
program and ensuring that privacy considerations were integrated into records management and Al
governance efforts. The program contributed to generative Al policy development alongside KCIT,
emphasizing ethical usage and governance frameworks. Privacy updates were limited during this
transition year, with plans for further development in 2025.

King County Records and Information Governance Group (KCRIGG)

In 2024, the King County Records and Information Governance Group (KCRIGG) focused on critical
topics such as artificial intelligence (Al), MS Purview holds, database records management,
transcription policies, and social media guidance. The group continued to explore the implications of Al
across records, disclosure, and business processes, working on principles and use case discussions in
collaboration with KCIT. MS Purview hold management remained a prominent focus, addressing
ongoing challenges with search functionality and hold accuracy. Discussions on Teams transcription
highlighted retention complexities, with a transcription policy anticipated in 2025. Database records
guidance was issued early in the year, offering clarity on managing records based on content. While the
social media policy was placed on indefinite hold, current guidance was reinforced, addressing
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questions on managing online interactions. KCRIGG remained a collaborative and cross-disciplinary
platform, facilitating representation from multiple departments to address evolving challenges in
records governance.

Public Records Program (PRP)

In 2024, the Public Records Program (PRP) made further progress toward modernizing and
strengthening the County’s public records systems with a focus on long-term sustainability, legal
compliance, and service excellence.

A cornerstone of this work was the PRP’s proactive response to emerging legal requirements. The PRP
implemented key process changes to clarify request closure procedures and affirm requestor rights.
These updates were embedded in revised guidance and procedures to ensure full compliance with
RCW 40.14.026.

At the systems level, the PRP prioritized infrastructure improvements to build a more sustainable and
user-friendly foundation for the future. These included:

e Modernization of the PRP SharePoint site and a full redesign of the Public Records Officer
Toolkit, enhancing accessibility and usability for PROs.

e Launch of the PRO Newsletter, a recurring communication tool created to share legal updates,
best practices, and important program changes — helping to ensure consistent, up-to-date
information countywide.

e Enhancements to legal hold processes and cross-departmental collaboration on Al-related
records considerations, addressing evolving records formats and governance challenges.

In-person engagement was revitalized with the first post-COVID Public Records Officer Summit,
creating a space for collaboration, training, and shared problem-solving. The PRP also remained an
active participant in countywide governance through both the Public Records Committee and KCRIGG,
helping to align public records interests with enterprise-wide decision-making.

Archives, Records Management, and Mail Services (ARMMS)
The Records Management Program focused on significant initiatives, including implementing updates
from the state CORE retention schedule. The program enhanced legal hold processes in Content
Manager, creating an official dashboard for holds while reconciling gaps in prior workflows. RMP held
open houses to engage agency records officers (AROs) and addressed topics such as digitization and
transitory record management. Additional achievements included piloting Content Manager's Web
Drawer feature for PRC records, providing direct public access and reducing record duplication. Internal
SOPs and onboarding processes were streamlined, aligning tools like Content Manager with emerging
user needs. Throughout the year, RMP emphasized collaboration, outreach, and policy updates to
reflect evolving records management practices.

A major Content Manager (CM) software upgrade was completed, improving system infrastructure and
search performance. The upgrade included server maintenance and updates to internal standard
operating procedures (SOPs), onboarding processes, and how legal holds are managed within the
system. Power Bl dashboards were developed to provide transparency on legal hold activities, allowing
staff to directly add containers to holds while maintaining robust audit trails. Efforts also focused on
automating processes and addressing deletion requests for transitory records. Training and outreach
supported the transition, ensuring users adapted effectively to the improved system.
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King County Archives achieved milestones in 2024, including fully staffing the team. Major
accomplishments included the launch of the online exhibit Accessibility, Centered: A History of
Disability Services in King County, created through a grant secured by an Archives Specialist. This
exhibit highlighted accessibility and disability history, showcasing the County’s dedication to inclusivity
across the arc of time. The team also worked on the implementation of a new collection management
system. In addition to managing appraisals and providing guidance on document accessibility, the
Archives encouraged County staff tours to foster a deeper understanding of records' importance and
historical context. These efforts reinforced the Archives' role in preserving and promoting King County's
historical and operational records.

The ARMMS Manager served as the subject matter expert for the proviso response work that was led
by the Deputy Director of the Office of Risk Management (ORMS). The ARMMS Manager also continued
to serve as the PRC Secretary, and the Program Lead for KCRIGG. Additionally, the ARMMS Manager
was a contributor and core team member for the KCIT-led Al Governance work.

C. Agency Reports of Public Records Requests
Ordinance 18949 7 revised Public Records Officer's reporting requirements to mirror those in RCW
40.14.026(5).2 The PRC received reports from the Public Records Officers of these King County
agencies:

e Prosecuting Attorney's Office
e County Council

e Executive Branch

e  Sheriff’s Office

VI. Next Actions

Using the collective body of expertise and perspective brought by its members, the PRC, working with
KCRIGG, will continue to work toward fulfilling its purpose as established in its charter. The committee
has its regular meeting one time monthly with good attendance and engagement from membership.
Issues anticipated for the future will be similar to those the committee has worked on in the past. Any
advice issued by PRC is informed by its membership, which is its strength and value. The year-end 2024
membership list appears in appendix A.

Meeting minutes and agendas are available on the PRC website, Public Records Committee.
responsive to requests made under RCW 42.56: the Public Records Act.®
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https://www.kingcounty.gov/depts/records-licensing/public-records-committee.aspx

7 Link to Ordinance 18949
8 Link to RCW 40.14.026(5)
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VII. Appendices

Appendix A
Public Records Committee
Membership List

Current as of December 31, 2024

Agancy Voting Meamber Alternate
4Culture Erica Maniez
DAID Andrea Williams [Vice-Chair)
Do Rich Watson Alicia Warren
DCHS Chelses Walch
KCDC Troy Brown Heather Dean
Elections Jaclyn Adams [lan - Julyl

Megan Mason (Dec - present]
DES Cindy Cawaling

DES-RALS-ARMMS

Cymthia Hernandez (Sacretary]

Hamnah Soukup,
Ellie Rhodes (lan-0ct],

Ryan Wadlaigh (Mov — currant)

DES-ORMS Stephanie Santos Kaitlyn Wigginz
DES-RALS Morm Aloarg (PRC Chair)
OHER Anna Heinrichs (lan - c. June)
Jaclyn Adams [Aug - Current]
KCIT Magan Mason (lan - Naov)
DA Danielle Amderson
KCC Johanma Loomisz
KCEC Ames Kesslar
OLS Cheryl Binetti Margo Christianson, Greg Felton
HTD Tiffani Duncan
OMNRF Sara Fitzgibbons
FAD Kristie Johnson Megan Moora
oPD Maon-Cheri Barnes
OFH Tyler Emtrekin Charlotte Nickles
KC50 Kimberly Patty
KCGEC Rondea Bliey

Meeting minutes and agendas are available on the PRC website, Public Records Committee.
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