AMENDATORY SECTION (Amending WSR 16-09-114, filed 4/20/16, effective

5/21/16)

WAC 516-09-020 Agency description—Contact information—Public
records officer. (1) Western Washington University Is an institution
of higher education, authority for which is located in chapter 28B.35
RCW. The administrative offices of the university are located at the
university"s main campus at Bellingham, Washington. ((Fhe—university
alse—has—education—centers—inSeattle; Everett, Mountlake Ferraces
Shorelne;Bremertons—Oak Harbors—Anacertes;—andPort-Angeles:))

(2) Any person wishing to request access to public records of the
university, or seeking assistance iIn making such a request, should
contact the university®s public records officer located at the main
campus listed below:

Public Records Officer

Western Washington University

516 High Street

Bellingham, WA 98225

Phone: 360-650-2728

Fax: 360-650-4228
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Current contact information and additional information regarding

release of public records can be found ((en—the—university—web-siteat
httpLAvwww—wwd—edu/publerecords/index-shtml)) online at the public

records officer"s web site.

(3) The public records officer will oversee compliance with the
act but another university staff member may process the request.
Therefore, these rules will refer to the public records officer or
"designee.” The public records officer or designee and the university
will provide the "fullest assistance™ to requestors; ensure that pub-
lic records are protected from damage or disorganization; and prevent
fulfilling public records requests from causing excessive interference
with essential functions of the university.

[Statutory Authority: RCW 28B.35.120(12) and 42.56.100. WSR 16-09-114,
8§ 516-09-020, filed 4/20/16, effective 5/21/16; WSR 08-01-106, 8§ 516-
09-020, filed 12/18/07, effective 1/18/08.]

AMENDATORY SECTION (Amending WSR 08-01-106, filed 12/18/07, effective

1/18/08)

WAC 516-09-030 Availability of public records. (1) Hours for in-
spection of records. Public records are available for inspection and

copying during normal business hours of the university in the presence
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of university staff. For the purposes of this chapter, the normal
business hours for the public records office are from 9:00 a.m. to
noon and from 1:00 p.m. to 4:00 p.m., Monday through Friday, excluding
university holidays. Other hours of inspection may be arranged if the
requestor and the public records officer or designee agree on a dif-
ferent time. Records must be inspected at the offices of the universi-
ty In the presence of university staff.

(2) Index of records. The Western Washington University records
retention schedule is the index of records ((ereated—afFterJune—30;
1990-—Links—tomany—ofF theseschedules—ecanbe locatedat
htepLAvwwn—wwd—edu/depts/trecmgmt/s)) and is available online at the

university archives and records management web site.

(3) ((Grganization—ofrecords—FHhe—universitywiHH-matrtain—tts

tron-)) A requestor shall not take university records from university
offices without the permission of the public records officer or de-
signee. Certain records are available on the university web site ((at
www—wwi-—edd)) . Requestors are encouraged to view the documents availa-
ble on the web site prior to submitting a records request.

(4) Making a request for public records.
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(a) Any person wishing to inspect or copy public records of the

university must make the request in writing on the university"s re-

quest form((s—appended—to—this—chapterand)) located at

—pd¥)) the public

records officer"s web site; or by letter, email, or fax addressed to

the public records officer and including the following information:

(1) Name of requestor;

(i1) Address of requestor;

(i11) Other contact information, including telephone number and
any email address;

(iv) Date and time of the request;

(v) Ildentification of the public records adequate for the public
records officer to locate the records; and

(vi) A verification that the records requested shall not be used

to compile a commercial sales list.
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((

| WESTERN

WASHINGTON UNIVERSITY

Western Washington University
Public Records Office

Western Libraries; HH231

516 High St.

Bellingham, WA 98225 - 9103
Phone: (360) 650- 3051

Request for Public Records FAX:  (360) 650- 3044
IDENTIFIGATION S TR
Name Date of Request

Street Address

Phone

City / State / Zip \

Representing

Records to be: Viewed

must pay in advance by check,
released when payment is received

_ Copied

The University charges 15¢ per page for standard copies. There is no charge for viewing records. Requester
ade payable to WWU; please remit to above address. Materials will be

\
'NATURE OF REQUEST _ \__

Description of Records — Please give\a w

whole or in part to compile a list for commer

Requester’s Signature:

ritten description of the records you wish to see and, where

possible, indicate dates, topic, and persorig) referenced. Please be as specific as possible.

I hereby certify that the information obtained as a result of this request for public records will not be used in

cial purposes. (RCW 42.56.070)

AN

N

DISPOSITION OF REQUEST — OFFICE USE ONLY

Date Received

Request Number

o
N\

Request Referred to:

Name / Department

Rate Sent

2.

N

A\

O REQUEST APPROVED | Date: | By: N\

O _ __ Copies @ 15¢ per page, fortotalof $ _____

O No charge; request was less than 10 pages.

O REQUEST DENIED | Date: | By: \

Reasons for Denial:

\

Revised May 2007
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(b) If the requestor wishes to have copies of the records made

instead of simply inspecting them, he or she should so indicate and

make arrangements to pay for copies of the records ((er—a—depoesit-

established—i#n—taw)) per WAC 516-09-070.

[Statutory Authority: RCW 28B.35.120(12) and 42.56.100. WSR 08-01-106,
8§ 516-09-030, filed 12/18/07, effective 1/18/08.]

AMENDATORY SECTION (Amending WSR 08-01-106, filed 12/18/07, effective

1/18/08)

WAC 516-09-03001 "*Public record”™ defined. ((Coeurts—use—a—three-

mustber—A"writings—)) A public record includes any writing contain-

ing information ((®))relating to the conduct of government((*)) or the
performance of any governmental or proprietary function, ((*))pre-

pared, owned, used, or retained((*by—an)) by any state agency((=*
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prevent-itspublic-disclosurewe-expe

& —Gi : v H T v v ))

regardless of physical form or characteristics. This definition does

not include records that are not otherwise required to be retained by

the agency and are held by volunteers who do not serve iIn an adminis-

trative capacity; have not been appointed by the agency to an agency

board, commission, or internship; and do not have a supervisory role

or delegated agency authority.

[Statutory Authority: RCW 28B.35.120(12) and 42.56.100. WSR 08-01-106,

§ 516-09-03001, filed 12/18/07, effective 1/18/08.]
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AMENDATORY SECTION (Amending WSR 08-01-106, filed 12/18/07, effective

1/18/08)

WAC 516-09-040 Processing of public records requests—General.
(1) Providing "fullest assistance.' The university iIs charged by stat-
ute with adopting rules which provide for how it will "provide full

access to public records, protect records from damage or disorgani-

zation," "prevent excessive iInterference with the essential functions

of the agency,'™ provide "fullest assistance™ to requestors, and pro-
vide the "most timely possible action™ on public records requests. The
public records officer or designee will process requests in the order
allowing the most requests to be processed in the most efficient man-
ner.

(2) Acknowledging receipt of request. Within five business days
of receipt of the request, the public records officer or designee will
do one or more of the following:

(a) Make the records available for inspection or copying;

(b) IT copies are requested and payment for the copies, if any,

is made or terms of payment are agreed upon, send the copies to the

requestor;
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(c) Provide a reasonable estimate of when records will be availa-
ble;

(d) IT the request is unclear or does not sufficiently identify
the requested records, request clarification from the requestor. Such
clarification shall be requested and provided in writing by mail or
fax. Based upon that clarification, the public records officer or de-
signee may revise the estimate of when records will be available; or

(e) Deny the request.

(i) A request for all or substantially all records is not a valid

request for identifiable records and will be denied. RCW 42.56.080(2).

(i1) A bot request that is one of multiple requests from the re-

questor to the agency within a twenty-four-hour period will be denied.

A "bot request'” means a request for public records that an agency rea-

sonably believes was automatically generated by a computer program or

script. RCW 42.56.080(2).

(3) Consequences of failure to respond. If the university does
not respond in writing within five business days of receipt of the re-
quest for disclosure, the requestor should consider contacting the
public records officer to determine the reason for the failure to re-

spond.
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(4) Informing persons of records request. In the event that the
request seeks records of named persons to whom the records pertain,
the public records officer may, prior to providing records, give no-
tice to such persons named iIn the request whose rights may be affected
by the disclosure. The notice to the affected persons will include a
copy of the request.

(5) Records exempt from disclosure. Some records are exempt from
disclosure, in whole or in part. If the university believes that a
record is exempt from disclosure and should be withheld, the public
records officer will state the specific exemption and provide a brief
explanation of why the record or a portion of the record is being
withheld. If only a portion of a record is exempt from disclosure, but
the remainder is not exempt, the public records officer will redact
the exempt portions, provide the nonexempt portions, and indicate to
the requestor why portions of the record are being redacted.

(6) Inspection of records.

(a) Consistent with other demands, the university shall promptly
provide space to inspect public records in the presence of university
staff. No member of the public may remove a document from the viewing
area or disassemble or alter any document. The requestor shall indi-

cate which documents he or she wishes the university to copy.
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(b) The requestor must claim or review the assembled records
within thirty days of the university"s notification to him or her that
the records are available for iInspection or copying. The university
will notify the requestor in writing of this requirement and inform
the requestor that he or she should contact the university to make ar-
rangements to claim or review the records. If the requestor or a rep-
resentative of the requestor fails to claim or review the records
within the thirty-day period or make other arrangements, the universi-
ty may close the request. Other public records requests can be pro-
cessed ahead of a subsequent request by the same person for the same
or almost identical records, which can be processed as a new request.

(7) Providing copies of records. After inspection is complete,
the public records officer or designee shall make any copies of rec-
ords requested by the requestor or arrange for copying.

(8) Providing records in installments. When the request is for a
large number of records, the public records officer or designee will
provide access for inspection and copying in installments, if he or
she reasonably determines that it would be practical to provide the
records in that way. If, within thirty days, the requestor fails to

inspect the entire set of records or one or more of the installments,
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the public records officer or designee may stop searching for the re-
maining records and close the request.

(9) Completion of inspection. When the inspection of the request-
ed records i1s complete and all requested copies are provided, the pub-
lic records officer or designee will indicate that the university has
completed a diligent search for the requested records, made any locat-
ed nonexempt records available for inspection, and provided copies.

(10) Closing withdrawn or abandoned request. When the requestor
either withdraws the request or fails to fulfill his or her obliga-
tions to Inspect the records or pay the deposit or final payment for
the requested copies, the public records officer will close the re-
quest and indicate to the requestor that the university has closed the
request.

(11) Later discovered documents. If, after the university has in-
formed the requestor that it has provided all available records, the
university becomes aware of additional documents existing at the time
of the request, it will promptly inform the requestor of the addition-
al documents and will make them available for inspection or provide
copies upon payment on an expedited basis.

[Statutory Authority: RCW 28B.35.120(12) and 42.56.100. WSR 08-01-106,

8§ 516-09-040, filed 12/18/07, effective 1/18/08.]
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AMENDATORY SECTION (Amending WSR 08-01-106, filed 12/18/07, effective

1/18/08)

WAC 516-09-070 Costs of providing copies of public records.

(()) Costs for providing copies.

other—formats-—Prior—to-makingduplicate—copies)) Calculating the ac-

tual costs of charges for providing public records is unduly burden-

some because it will consume scarce university resources to conduct a
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study of actual costs, and it i1s difficult to accurately calculate all

costs directly incident to copying records, including equipment and

paper costs, data storage costs, electronic production costs, and

staff time for copying and sending requested records. Instead of cal-

culating the actual costs of charges for records, the public records

officer shall establish, maintain, and make available for public in-

spection and copying a statement of costs that the university charges

for providing photocopies or electronically produced copies of public

records, and such charges for records shall not exceed the maximum de-

fault charges allowed Iin RCW 42.56.120 (2)(b). The university may also

use any other method authorized by the Public Records Act for imposing

charges for public records including, but not limited to, charging a

flat fee, charging a customized service charge, or charging based on a

contract, memorandum of understanding, or other agreement with a re-

questor. Fees may be waived when the public records officer determines

collecting a fee 1s not cost effective for the university.

Prior to providing records, the public records officer or design-

ee may request ((a—deposit—oftenpercentofF)) the estimated cost of

reproduction.

((D—FCosts—of-matting—Fhe—universitymay—also—charge—actual
£ mailing_including E the shiooi er
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to the university.))
[Statutory Authority: RCW 28B.35.120(12) and 42.56.100. WSR 08-01-106,

8§ 516-09-070, filed 12/18/07, effective 1/18/08.]
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