	Public Records
	Public Records

	Agency or Institution
	Cowlitz 2 Fire & Rescue

	Name of the public records officer
	Laura Bouchard

	Email address of the public records officer
	laura.bouchard@c2fr.org

	Records Request Fees
	click here for fees list

	Are there website instructions on how to request records from the agency?
	Yes

	
	 

	Agency Website
	Website

	Is there a specific form to be used by requesters?
	 

	
	No

	How to obtain the request form
	Form available on website, however, not required to use that specific form.

	Ways to request information
	Email, postal mail, online request form, FAX

	Other Info
	 

	Contact information for verbal requests
	Laura Bouchard

	Phone number for phone requests
	(360) 578-5218

	Email address for email requests
	laura.bouchard@c2fr.org

	Postal address for requests through the mail
	Cowlitz 2 Fire & Rescue  701 Vine St.  Kelso WA  98626

	Web address of online form
	www.c2fr.org

	Fax number for Fax requests
	(360) 578-5220

	Public records request fee schedule (URL)
	$5.00 per record

	How to obtain public records request fee schedule
	by phone to (360) 578-5218


	Fees
	Fees

	Agency or Institution
	Cowlitz 2 Fire & Rescue

	Agency Policies for Public Records Requests
	Policies for record requests

	How to Obtain Public Records
	how to obtain public records

	Per page copy fee for the public to make their own copies.
	.05 cents per copy

	Per page copy fee for agency staff to make copies. 
	$5.00 per record (not per page)

	Is there a policy for waiving copying fees?
	no

	Per page digital record fee for records requests.
	$5.00 per record

	What is your agency’s fee per CD, if digital copies are provided on a CD?
	$5.00 per record

	Are electronic copies of records available via email or CD?
	No

	Charge for copies of audio records.
	$5.00 per record

	Charge for existing video records.
	$5.00 per record

	The charge for a certification page and/or each additional page.
	no charge for certification

	Charge for producing a written transcript from an audio record. 
	policy doesn't exist; we would probably provide a copy of the audio record at $5.00 per record

	Charge for records research.
	no charge


	Procedures
	Procedures

	Agency/Institution
	Cowlitz 2 Fire & Rescue

	Is PRA training for staff offered?
	no

	What are the training materials used for PRA training
	 

	How frequent  are training materials updated?
	 

	How extensive is the PRA training provided to rank and file staff?
	 

	How extensive is the PRA training provided to department heads?
	 

	How extensive is the PRA training provided to the public records officers?
	periodic reviews for all office staff

	Is there a written policy for how public records requests are to be handled when received? 
	Yes

	Are there reference resources on the written policy for your staff’s use? What is the format of that resource and who has access to it?
	internal network access to policy information

	Is training provided to staff on local PRA procedures?
	periodic review

	Does every department in the agency receive that training?
	no

	Which department provides that training?
	Administration

	How often is local procedure training updated?
	as needed

	How often is local procedure training offered?
	not scheduled; periodic reviews

	Is training optional or mandatory for rank and file?
	optional

	Is training optional or mandatory for department heads?
	optional

	Is training optional or mandatory for public records officers?
	mandatory

	When a PRA request occurs how is it conveyed to the appropriate department?
	hand delivered or call transferred

	Who is responsible to make sure department responses are timely and adequate?
	Public Records Custodian

	What in-house corrective measures have been taken to improve inadequate responses?
	No inadequate responses known

	What percentage does the agency assemble its original records for review compared to copies produced and assembled for review?
	very few requests for review

	If copies are assembled, are they willing to make electronic copies on request?
	not unless they already exist

	Who determines whether redaction is required?
	Public Records Custodian with legal counsel advice

	How extensive is the PRA training provided to staff responsible for redaction?
	training available anytime questions arise

	Is that training mandatory?
	if questions arise, mandatory to ask for assistance

	Does agency policy require every response to a records request to be delayed by the five days permitted by law, or does the agency usually respond sooner than 5 days?
	response sooner than 5 days whenever possible

	Does the agency maintain a log of when each PRA request was received and when it was fulfilled or denied?
	no log; file copies kept

	If the agency does maintain a log, do they put who requested it on which date?
	 

	If a PRA request is to be denied who in the agency is involved in that decision?
	Public Records Custodian/Fire Chief upon attorney advice

	How many times in the past five years has the agency been sued for having inappropriately withheld a public record?
	none

	How many of those lawsuits resulted in the agency paying a per-day penalty, court costs, attorney fees, or a settlement to the plaintiff?
	 

	What suggestions does the agency have to offer regarding how to improve the PRA process in Washington State?
	 


