	Public Records
	Public Records

	Agency or Institution
	Washington State Department of Licensing

	Name of the public records officer
	Hannah Fultz

	Email address of the public records officer
	hfultz@dol.wa.gov

	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
	On our web site at dol.wa.gov

	Ways to request information
	Email, Postal mail, FAX

	Other Info
	Some vehicle and driver records are exempt from release under the federal law called the Driver Privacy Protection Act; for that reason we generally can't accept requests over the phone.

	Contact information for verbal requests
	 

	Phone number for phone requests
	 

	Email address for email requests
	hfultz@dol.wa.gov

	Postal address for requests through the mail
	Varies depending upon type of request; forms have mailing address

	Web address of online form
	http://www.dol.wa.gov/forms.html

	Fax number for Fax requests
	See specific form

	Public records request fee schedule (URL)
	http://www.dol.wa.gov/about/howtorequest.html

	How to obtain public records request fee schedule
	 


	Procedures
	Procedures

	Agency/Institution
	Washington State Department of Licensing

	Is PRA training for staff offered?
	Informal ad hoc training now, but launching formal training in the near future.

	What are the training materials used for PRA training
	Materials developed in-house.

	How frequent  are training materials updated?
	As needed.

	How extensive is the PRA training provided to rank and file staff?
	Broad overview emphasing general disclosure responsibilities and consequences.

	How extensive is the PRA training provided to department heads?
	High level overview.

	How extensive is the PRA training provided to the public records officers?
	Detailed training is pending.

	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, the policy directs users to contact the agency Records and Disclosure Officer.

	Is training provided to staff on local PRA procedures?
	Informal training on an "at need" basis. Formal training is pending.

	Does every department in the agency receive that training?
	On request. However, comprehensive formal training will soon be delivered to all departments.

	Which department provides that training?
	The agency Records & Disclosure Officer, who is part of the administrative services division.

	How often is local procedure training updated?
	As needed.

	How often is local procedure training offered?
	Currently on an "as needed" basis.

	Is training optional or mandatory for rank and file?
	Mandatory training will be instituted in the near future.

	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?
	If received by the central disclosure office, it is forwarded to a divisional coordinator for assignment to the appropriate operational program.

	Who is responsible to make sure department responses are timely and adequate?
	Central Records and Disclosure Officer together with Divisional coordinators

	What in-house corrective measures have been taken to improve inadequate responses?
	Training has been developed and is awaiting "rollout." We are developing a central database to track requests. Policy and responsibilities are being written to allow for greater centralized oversight.

	What percentage does the agency assemble its original records for review compared to copies produced and assembled for review?
	Generally, only copies are provided for inspection and review.

	If copies are assembled, are they willing to make electronic copies on request?
	When the records already exist in electronic format, yes.

	Who determines whether redaction is required?
	Records & Disclosure staff in consultation with counsel.

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

	Is that training mandatory?
	Yes, but is performed on a case by case and "as needed" basis.

	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?
	We acknowledge receipt of requests as soon as feasible, and in all events within the statutory five days.

	Does the agency maintain a log of when each PRA request was received and when it was fulfilled or denied?
	Currently, we maintain multiple logs. A new centralized database is in the final stages of testing. Once operational, all requests will be logged there.

	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?
	Program manager, Public Records Officer, Assistant Attorney General

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

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

	What suggestions does the agency have to offer regarding how to improve the PRA process in Washington State?
	1.) Set reasonable and limited charges for delivery of electronic records. 2.) Allow public agencies to challenge (before a judge) clearly burdensome and harassing requests.


