	Public Records
	Public Records

	Agency or Institution
	Steilacoom, Town of 

	Name of the public records officer
	Paul Loveless

	Email address of the public records officer
	paul.loveless@ci.steilacoom.wa.us

	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
	A specific form is not required, however, standard records request forms are available at the Administrative and Public Safety offices.

	Ways to request information
	Verbal in person, phone, email, postal mail, online request form, FAX

	Other Info
	 

	Contact information for verbal requests
	A. Name of Requestor.  B) Address to send information to or other contact information, C) Description of what records are being requested. D) Date of request.

	Phone number for phone requests
	253.581.1912

	Email address for email requests
	paul.loveless@ci.steilacoom.wa.us

	Postal address for requests through the mail
	Town of Steilacoom  1030 Roe Street  Steilacoom, Washington 98388

	Web address of online form
	 

	Fax number for Fax requests
	253.582.0651

	Public records request fee schedule (URL)
	Fee schedule is in the Municipal Code which is on-line.

	How to obtain public records request fee schedule
	The Town utilizes the standardized rates allowable under the RCW.  The easiest way to obtain the per page or copy fee is to call and ask.


	Fees
	Fees

	Agency or Institution
	Steilacoom, Town of 

	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.
	$.15/page

	Per page copy fee for agency staff to make copies. 
	$.15/page

	Is there a policy for waiving copying fees?
	We do not have a formal policy, however, a one-time request which can be fulfilled at the time of the request and which doesn't exceed 10 pages is usually provided free of cost.

	Per page digital record fee for records requests.
	Assuming no production costs (copy of cd, tape, etc), we usually do not charge for electronic copies.

	What is your agency’s fee per CD, if digital copies are provided on a CD?
	1

	Are electronic copies of records available via email or CD?
	Yes

	Charge for copies of audio records.
	If we can copy to cd or tape, $1 per cd or tape.

	Charge for existing video records.
	We currently do not have video records.

	The charge for a certification page and/or each additional page.
	We typically do not charge for a cover page/transmittal letter.

	Charge for producing a written transcript from an audio record. 
	The charge would be depend upon what the Town was charged by the outside entity who would produce this record for the Town.

	Charge for records research.
	In responding to public records request, we charge for the cost of copies produced of existing records.  We do not charge for research nor do we produce records which did not exist at the time of the request.


	Procedures
	Procedures

	Agency/Institution
	Steilacoom, Town of 

	Is PRA training for staff offered?
	Yes

	What are the training materials used for PRA training
	Outside classes for training.  Internal reminders for how requests should be handled by staff other than the Public Records Officer.

	How frequent  are training materials updated?
	Annually or more frequently if/when the law changes.

	How extensive is the PRA training provided to rank and file staff?
	Training is dependant upon the individual's position within the organization and their likelihood for receiving a records request.

	How extensive is the PRA training provided to department heads?
	All department heads are trained and knowledgable of the PRA requirements.

	How extensive is the PRA training provided to the public records officers?
	Records Officers received the highest degree of training.

	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?
	yes.  All Town employees have access to the policy and resource materials.

	Is training provided to staff on local PRA procedures?
	Yes

	Does every department in the agency receive that training?
	Yes

	Which department provides that training?
	External training resources utilized supplemented by training from the Town's Records' Officer.

	How often is local procedure training updated?
	Annually or more frequently if/as the law changes.

	How often is local procedure training offered?
	Annually or more frequently if/as the law changes.

	Is training optional or mandatory for rank and file?
	Training is provided to all staff.  The extent of the training is based upon the likelihood of the individual being involved with a public records request.

	Is training optional or mandatory for department heads?
	Mandatory.

	Is training optional or mandatory for public records officers?
	Mandatory.

	When a PRA request occurs how is it conveyed to the appropriate department?
	Interoffice mail.

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

	What in-house corrective measures have been taken to improve inadequate responses?
	The Town has a proactive training program to ensure compliance with the Public Records Act.

	What percentage does the agency assemble its original records for review compared to copies produced and assembled for review?
	Extent is based upon what is being requested.

	If copies are assembled, are they willing to make electronic copies on request?
	If the original document is in electronic format, we will provide the records in electronic format.  If the original document is in paper form, we usually provide the document in paper form.

	Who determines whether redaction is required?
	The Public Records Officer.

	How extensive is the PRA training provided to staff responsible for redaction?
	Extensive.

	Is that training mandatory?
	Yes

	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?
	The Town attempts to respond as quickly as possible to the request, however, if a response will take longer than 5 days to research, we issue a notification letter indicating when we think we will be able to complete the response.

	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?
	The Public Records Officer and the Town Attorney.

	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?
	 


