	Public Records
	Public Records

	Agency or Institution
	Puyallup School District

	Name of the public records officer
	Karen Hansen

	Email address of the public records officer
	khansen@puyallup.k12.wa.us

	Records Request Fees
	 

	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?
	Yes

	
	 

	How to obtain the request form
	The form is available on the Web site at the above address.

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

	Other Info
	 

	Contact information for verbal requests
	 

	Phone number for phone requests
	 

	Email address for email requests
	khansen@puyallup.k12.wa.us

	Postal address for requests through the mail
	302 Second Street SE  Puyallup WA 98372

	Web address of online form
	http://www.puyallup.k12.wa.us/ourdistrict/policies/4000.cfm

	Fax number for Fax requests
	(253) 435-6766

	Public records request fee schedule (URL)
	http://www.puyallup.k12.wa.us/ourdistrict/policies/4000.cfm

	How to obtain public records request fee schedule
	 


	Procedures
	Procedures

	Agency/Institution
	Puyallup School District

	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?
	 

	Is there a written policy for how public records requests are to be handled when received? 
	No

	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?
	 

	Is training provided to staff on local PRA procedures?
	 

	Does every department in the agency receive that training?
	 

	Which department provides that training?
	 

	How often is local procedure training updated?
	 

	How often is local procedure training offered?
	 

	Is training optional or mandatory for rank and file?
	 

	Is training optional or mandatory for department heads?
	 

	Is training optional or mandatory for public records officers?
	 

	When a PRA request occurs how is it conveyed to the appropriate department?
	written or verbal conversation

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

	What in-house corrective measures have been taken to improve inadequate responses?
	Our responses are timely

	What percentage does the agency assemble its original records for review compared to copies produced and assembled for review?
	100

	If copies are assembled, are they willing to make electronic copies on request?
	100

	Who determines whether redaction is required?
	Public Records Officer

	How extensive is the PRA training provided to staff responsible for redaction?
	Redactions by Public Records Officer

	Is that training mandatory?
	 

	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?
	yes

	Does the agency maintain a log of when each PRA request was received and when it was fulfilled or denied?
	yes

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

	If a PRA request is to be denied who in the agency is involved in that decision?
	Attorney

	How many times in the past five years has the agency been sued for having inappropriately withheld a public record?
	0

	How many of those lawsuits resulted in the agency paying a per-day penalty, court costs, attorney fees, or a settlement to the plaintiff?
	0

	What suggestions does the agency have to offer regarding how to improve the PRA process in Washington State?
	allow charging for time to complete the requests


