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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. foreachform 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 Title 2, Section 14
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https://aqua.kingcounty.gov/council/clerk/code/05_Title_2.htm#_Toc51932404

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.

L o~NOU A WN R

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 2023 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 ten times in 2023- each month of the year except August and November. The committee’s
work in 2023 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.
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IV. Background

Department Overview: The Department of Executive Services (DES) includes the Records and Licensing
Services Division (RALS). RALS consists of four operating sections: Regional Animal Services; Licensing
Services; Recorder's Office; and Archives, Records Management, and Mail Services (ARMMS).

Key Historical Context: In 2006, the King County Council approved Ordinance 15608, which directs the
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.?2 On May 21, 2007, the County Council passed Motion
12511, approving the vision, guiding principles, goals, governance, and management structure of the
PRC as outlined in the PRC Charter. 3

Key Current Conditions: In 2019, Council adopted Ordinance 18635, which defined and described the
three elements of the required 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.

V. Report Requirements

King County code 2.14.020 sets forth the reporting requirements for the PRC Annual Report.

2 Link to Motion 15608
3 Link to Motion 12511
4 Link to Ordinance 18635
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The

A. Digital Communications Used in King County Government

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 Council

King County Executive Office

King County Prosecuting Attorney’s Office

Public Health — Seattle & King County

King County Sheriff's Office

Boundary Review Board

Department of Adult and Juvenile Detention

Department of Local Services- Director’s Office, Roads Services Division, Permitting
Department of Natural Resources and Parks Director’s Office

Executive Services, Office of Risk Management — Public Records Program

Executive Services, Records and Licensing Services, Archives, Records Management, and Mail Services
King County Information Technology Department

Department of Human Resources

Department of Public Defense

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

Public Input
*NEW in 2023

Twitter is now X — still used by some agencies
medium.com

Skype GovQA

Twitter Capcut

Vimeo Airtable

LinkedIn Shutterstock

Zoom Adobe Premiere Pro

YouTube

Facebook

GovQA

DoodlePoll

WordPress

Nextdoor

Flickr

KC Inform/Code Red

Canva

Google Meet

Eventbrite

Adobe Creative Cloud Asana
Peach Jar

Eventbrite

Instagram

2023 Public Records Committee Annual Report

Page |6



https://medium.com/
https://granicus.com/solution/govservice/govqa/
https://www.capcut.com/
https://www.airtable.com/
https://www.shutterstock.com/discover/image-packs-0224?cr=ec&ds_ag=FF%3DBrand-Shutterstock_Exact_AU%3DProspecting&ds_agid=58700003551374423&ds_cid=71700000014894114&ds_eid=700000001393952&gclid=a497e946ffe4125925488fc5a3e5072a&gclsrc=3p.ds&kw=shutterstock&msclkid=a497e946ffe4125925488fc5a3e5072a&pl=PPC_BNG_US_BD-&utm_campaign=CO%3DUS_LG%3DEN_BU%3DIMG_AD%3DBRAND_TS%3Dlggeneric_RG%3DAMER_AB%3DACQ_CH%3DSEM_OG%3DCONV_PB%3DMicrosoft-Ads&utm_content=FF%3DBrand-Shutterstock_Exact_AU%3DProspecting&utm_medium=cpc&utm_source=MICROSOFT&utm_term=shutterstock
https://www.adobe.com/products/premiere/campaign/pricing.html?sdid=SYBNLTYL&mv=search&mv2=paidsearch&ef_id=602f130b383c1d63c76f7588647b074d:G:s&s_kwcid=AL!3085!10!79577362278962!79577549963811&msclkid=602f130b383c1d63c76f7588647b074d

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 vk~ 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 2023. These are listed as “new in 2023"” 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 use of Zoom for meetings because it is more widely familiar and more reliable than Teams,
or use of video editing technologies because there is not an equivalent in the Microsoft 365 suite.)

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. At least one respondent reports using
Hootsuite to cue digital communications and also to retain and access digital communications records.

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.
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Records Management Program (RMP) staff continue to provide trainings, job aids, governance
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. In 2023, the RMP revised guidance about the creation of records in the Microsoft Teams

environment to reflect known technical behaviors in that environment, and in the context of known use
cases.

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 we serve. 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
The PRC’s 2023 work continued to build on our prior progress toward enterprise information
management and governance. The King County Records and Information Governance Group (KCRIGG)
continued to consider issues that arose, working through them in a standard inquiry process geared
toward ensuring input from the subject area experts representing the Records Management Program,
King County Archives, the KCIT, and the Department of Human Resources. PRC meetings typically
include standing updates from KCIT, including the Privacy Program; Public Records Program, King
County Records and Information Governance Group, and the Records Management and Archives
Programs of the Archives, Records Management and Mail Services Section of the Records and
Licensing Services Division of the Department of Executive Services. Details of work led by each of
these programs and departments is detailed in the following section.

5 Link to INF-15-4-1-EP Management of King County Public Records
8ink to RCW 42.56: the Public Records Act
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https://www.kingcounty.gov/about/policies/aep/informationaep/inf1541ep.aspx
https://apps.leg.wa.gov/RCW/default.aspx?cite=42.56

1. KCIT- In 2023, KCIT welcomed a new Chief Information Officer (CIO) in Megan Clarke. The topics
raised by KCIT for discussion at PRC included: review of non-standard tools being used by county
departments and agencies and signaled that they would be issuing a list of approved/standard
tools; review of the features of Microsoft Purview, which led to discussion about the standard
processes associated with Purview (formerly e-Discovery) searches. In addition to filling the CIO
vacancy, Lorre Wijelath stepped in as interim Chief Information Security and Privacy Officer, later
being promoted into the Chief Information Security Officer, with a plan to hire a Privacy Program
officer in the future. The Privacy Maturity Assessment was completed in 2023, providing both
countywide and department-specific insight on current practices and maturity opportunities.

2. Privacy Program
Lorre Wijelath stepped in as interim Chief Information Security and Privacy Officer and was later
promoted into the Chief Information Security Officer, with a plan to hire a Privacy Program
Manager in the future. The Privacy Maturity Assessment was completed in 2023, providing both
countywide and department-specific insight on current practices and maturity opportunities.

3. King County Records and Information Governance Group (KCRIGG)
In its 3" year of existence, KCRIGG is co-sponsored by the Director of the Records and Licensing
Services Division of DES and the KCIT chief of staff. The PRC secretary serves as the project lead. 2023
membership included the Public Records Program Representative, the County Records and
Information Manager, the Privacy Program Manager, a KCIT Governance Representative, the County
Archivist, a representative of the Department of Human Resources, and new in 2023, the addition of
a representative of the King County Executive Office. KCRIGG completed and issued guidance on
text messaging and social media in 2023—both of which were carryover topics from 2022. New
topics were also raised for consideration in 2023, including: electronic data management, MS
Purview, versioning, and personnel records management process. These latter two topics were
reviewed with no other action needed by KCRIGG, and the former two were carried forward into
2024.

4. Public Records Program led work
The Public Records Program filled some key vacancies in the year, including promotion of Stephanie
Santos to Manager. Program members continued representing the expertise and interests of the
Public Records Program, through both KCRIGG and the PRC. Key work in the year, included the
completion and rollout of an equity-informed improvement process for the Public Records Act requests
charging structure, and the initiation of a review of standards for queuing requests.

5. Archives, Records Management, and Mail Services (ARMMS) led work

In 2023, the Archives Records Management and Mail Services Section initiated a cross-section
collaboration group that included all of the ARMMS managers from the Records Management
Program, King County Archives, and the King County Records Center. In its first year, the group
collaborated on an improvement process for the disposition process and adjacent workflows. This
included a review and update of disposition authorities.
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The Records Management Program contributed to the work of both the PRC and KCRIGG,
specifically leading the efforts on text messaging and social media guidance. Other major projects
included an update and reissuance of the policies for onboarding and exiting employee records
management, and both the PRC and KCRIGG had opportunity to review and comment on this work.
Two prior policies have been combined into this one: Records Management Compliance for
Onboarding, Exiting, and Transferring Employees, signed by the Executive on September 22, 2023.
Additionally, the Records Management Program led work on a retention schedules, with a review of
all retention schedules used in King County, as well as integration of state changes to three
schedules, continuation of quarterly Records Management Network Meetings, and improvements
to the policy web page as informed by customer input, including PRC and KCRIGG input.

By the end of 2023, the ARMMS Section Manager was asked to represent ARMMS and the PRCin
consultation with the Office of Risk Management, which had received a proviso regarding the
county’s records organization, management, and disclosure practices. Kelsey Urban, Deputy
Director of the Office of Risk Management led a coordinated effort with multiple separately elected
offices (Executive, Council, Prosecuting Attorney’s Office, Elections, Sheriff’s Office, Assessor) who
also received provisos regarding the topic of records organization, management, and disclosure
practices. While this work was started in 2023, it was expected to continue into and conclude in
2024.

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 2023
membership list appears in appendix A.

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

7 Link to Ordinance 18949
8 Link to RCW 40.14.026(5)
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https://cdn.kingcounty.gov/-/media/operations/policies/documents/inf1551ep.ashx
https://cdn.kingcounty.gov/-/media/operations/policies/documents/inf1551ep.ashx
https://kc1.sharepoint.com/:b:/t/KCPublicRecordsCommittee/EVNS-BC_yzJIvfIAVPIQ5GsBzEMKwpv4pwci0I8_ohVA2A?e=i0mBO4
https://kc1.sharepoint.com/:b:/t/KCPublicRecordsCommittee/EVNS-BC_yzJIvfIAVPIQ5GsBzEMKwpv4pwci0I8_ohVA2A?e=i0mBO4
https://kc1.sharepoint.com/:b:/t/KCPublicRecordsCommittee/EcPsWM39jHhMvCsYo0a3cWcBd5A5n0VIUx3XtR4T0FUpHg?e=xW7Hq5
https://kc1.sharepoint.com/:b:/t/KCPublicRecordsCommittee/EcPsWM39jHhMvCsYo0a3cWcBd5A5n0VIUx3XtR4T0FUpHg?e=xW7Hq5
https://kc1.sharepoint.com/:b:/t/KCPublicRecordsCommittee/EW9SrCW61WtPrrJh6ENRMM0B4yXKnRA2oTpye2tci1Tlbw?e=UYa4uJ
https://www.kingcounty.gov/depts/records-licensing/public-records-committee.aspx
https://aqua.kingcounty.gov/council/clerk/OldOrdsMotions/Ordinance%2018949.pdf
https://app.leg.wa.gov/rcw/default.aspx?cite=40.14.026

VII.

Appendices

Appendix A

Public Records Committee
Membership List

Current as of December 31, 2023

Organization

Names

ACulture

Erica Maniez

Adult & Juvenile Detention (DAJD)

Andrea Williams (vice chair)

Assessor’s Office (DOA) Rich Watson
Community & Human Services (DCHS) Chelsea Walch
District Court (KCDC) ITroy Brown

Elections

Uackie Adams

Executive Services (DES)

Cindy Cawaling

Executive Services: Records and Licensing (DES RALS)

Norm Alberg (chair)

Executive Services: Records and Licensing, Archives,
Records Management, & Mail Services (DES RALS ARMMS)

Cynthia Hernandez (secretary)

Human Resources (DHR)

Ueff Boudreau

Information Technology (KCIT)

Megan Mason

Uudicial Administration (DJA)

Danielle Anderson

King County Council (KCC)

lanet Masuo (Jan — Nov) / Johanna Loomis
(Dec)

Executive Office (KCEQ)

Kaitlyn Wiggins

Local Services (DLS)

Cheryl Binetti

Metro Transit (MTD)

ITiffani Duncan

Natural Resources & Parks (DNRP)

Sara Fitzgibbons

Prosecuting Attorney (PAO)

Kristie Johnson, Lorene Moore

Public Defense (DPD)

Mon Cheri Barnes

Public Health (DPH)

ITyler Entrekin

Sheriff’s Office (KCSO)

Kimberly Petty

Superior Court (KCSC)

Ronda Bliey

Committee Leadership

Chair: Norm Alberg, Director, RALS, DES

Vice-Chair: Andrea Williams, Project/Program Manager IV, Department of Adult and Juvenile Detention
Secretary: Cynthia Hernandez, Archives, Records Management and Mail Services Manager, RALS, DES

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