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MEMORANDUM 
 
To: Kurt Triplett, City Manager 
 
From: Tracey Dunlap, Director, and Finance & Administration 
 Kathi Anderson, City Clerk/Public Records Officer 
 Caleb Stewart, Public Disclosure Analyst 
 
Date: April 2, 2014 
 
Subject: STATUS UPDATE: PUBLIC DISCLOSURE LEGISLATION IMPLEMENTATION 
 
 
RECOMMENDATION:   
 
City Council receives a status update on the implementation of Council’s 2013 legislation related 
to public records disclosure.   
 
BACKGROUND DISCUSSION:   
 
At the February 8, 2013 City Council retreat, Council reviewed a draft Public Disclosure 
Ordinance to further define the City’s process to help ensure compliance with the Public Records 
Act in an age of ever-expanding technology and to prevent excessive interference with other 
essential functions of the City.  
 
With the Ordinance, the City sought to establish a standard for determining levels for the 
application of “reasonable” public records resources, to define public records categories and 
broad response time guidelines, designate staff committees to oversee and execute the 
implementation and to set expectations both internally and with the public.  On July 16, 2013, 
the Council adopted the Public Disclosure Ordinance following discussion at the June 17, 2013 
Council Retreat.  A Resolution updating the City’s Public Records Rules to be consistent with the 
Ordinance was approved at the same meeting.  Ordinance 4414 created two staff teams.  The 
first was the Public Disclosure Steering Team consisting of the City Manager, Director of 
Administration and Finance, City Attorney and City Clerk, responsible for reviewing written 
objections to denials, proposed amendments to the Rules, manage the queues under certain 
circumstances, and recommending any changes to KMC Chapter 3.15. The second was the 
Public Disclosure Coordinating Team made up of representatives from each City department, 
responsible for managing the records request queues based on the Rules criteria. 
 
Since the adoption of the Resolution and Ordinance, the City has purchased WebQA’s software 
to assist with implementing the structure required for compliance with the legislation.  On 
January 2, 2014, the City began tracking public records requests and responses by department 
and category through this new software application.  Staff will provide a brief demonstration of 
the software at the April 15 Council meeting.    
 
Current Status 
The soft launch of the program has gone well.  While staff are still on a learning curve, 
departments have provided vital input toward configuration adjustments to improve our 
business processes.  Key components under review include drafting written protocols and 
practices in how we manage certain types of requests using the software and coordination of 
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requests that involve multiple departments.  Statistics generated by the system are used to 
identify process refinements and training needs.  As discussed below, the key statistics for 
these purposes are: number of requests by department, closed requests by category, and 
average days to close each request by category.  
 
Number of Requests by Department 
One of the most basic statistics is the number of requests processed by the City.  For these 
purposes, the requests that are tracked by department are: City Clerk/Finance and 
Administration, Fire and Building, Human Resources, Information Technology (IT), Parks, 
Police, Planning, Public Works, and the Municipal Court. Note that, though the Municipal Court’s 
records requests are not governed by the Public Records Act, the City tracks the requests 
processed by the Court for budget and workload evaluation purposes.  
 
In the first two months of tracking, 504 requests have been processed, which would annualize 
to over 3,024 requests for the year.  These numbers are far below the initial estimate of 7,000 
requests provided to Council at the February 8, 2013 meeting, partly because the City did not 
have organization-wide logs in place to track requests and provide hard numbers, and partly 
due to clarification of what constitutes a public records request, resulting in a re-classification of 
some of the workload.  A more detailed explanation of that clarification decision follows later in 
the memo.  As a result of that clarification/policy change, a new baseline will be established in 
this first year of the software implementation.  
 
The highest number of requests are processed by the Police department.  Over the first two 
months of tracking, Police have processed 355 requests.  The next highest number of requests 
are managed by the Municipal Court, which has processed 84 requests over the same two 
month period.  In general, complex requests involving a large volume of records and/or multiple 
departments are managed by the City Clerk’s Office (28 requests in the first two months).  
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Closed requests can be viewed in the system “logs” and, in many cases, the records can be 
obtained online as well.  Active requests by category can be viewed in the system “queues.” 
 
Closed Requests by Category 
Also important in understanding the City’s public records processes are the number of requests 
closed based on category. The categories are defined below.  
 

a) Category 1 requests require immediate response in the interest of public safety 
(imminent danger). These requests shall take priority over all other requests. 
 

b) Category 2 requests are routine or readily filled requests for easily identified and 
immediately accessible records requiring little or no coordination between departments. 

 
c) Category 3 requests are routine requests that involve:  

i. a large number of records, and/or 
ii. records not easily identified, located and accessible, and 
iii. records that require coordination across a number of departments. 

 
d) Category 4 requests are complex requests which may be especially broad or vague 

which involve: 
i) a large number of records that are not easily identified, located or accessible, 
ii) requiring significant coordination between multiple departments, and 
iii) research by City staff who are not primarily responsible for public disclosure 

and/or  
iv) review by public disclosure staff to determine whether any of the records are 

exempt from production. 
 

e) Category 5 requests are complex requests that may be especially broad or vague 
which involve: 
i) a large number of records that are not easily identified, located or accessible, 
ii) requiring coordination between multiple departments, and 
iii) research by City staff who are not primarily responsible for public disclosure 

and/or 
iv) Legal review and creation of an exemption log. These requests may require 

additional assistance from third-parties in identification and assembly. 
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The statistics below show the differences in Categories, and how our process times shift based 
on the complexity of the requests. The difference, for instance, between a Category 2 and a 
Category 4, on average, is close to 20 days from open to close.  The ranges are close to what 
we had anticipated and the statistics demonstrate that the vast majority of the requests we 
process, classified as Category 2, are closed within five days.  
 
 

 
 
 
Category 1 Reclassification as Interagency Requests 
Initial 2013 staff estimates projected that Category 1 requests would comprise a large 
percentage of the requests processed by the Police department. However, as implementation 
planning progressed, staff recognized that pre-implementation requests characterized as 
Category 1 were largely made up of “interagency requests” such as between police 
departments or between the police and the court systems which fall outside the scope of the 
Public Records Act. At their September 10, 2013 meeting, the Public Disclosure Steering 
Team made the decision to exclude those interagency requests prior to implementation of the 
tracking software, as they would otherwise require an extensive queue system and level of 
effort that did not serve any purpose under the ordinance.  However, the City will still process 
any public record request for this information as appropriate under state law and the Kirkland 
ordinance if it comes from a non-agency source. The resulting effects of the Steering Team’s 
decision are that the overall number of requests is below 2013 projections and that there have 
been no Category 1 requests submitted to date. Going forward, Category 1 requests will remain 
a placeholder for public safety issues that require immediate attention in the event that one 
occurs, but it does not appear that these will interfere with the processing of the remaining 
categories. 
  
A substantial number of Kirkland’s records requests fall into Category 2.  The data reflects that 
the average response time (meaning a complete response to the inquiry and closure) is within 
five days.  Given that a majority of these requests are filled the same day, the median response 
time is 1 day.  A few requests that took longer than 5 days are resulting in an average time 
much higher than the median.  Note that the numbers in this category exclude interagency 
requests (of similar number) that are not formal public records requests.   
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More complex requests, such as Category 3, have averaged just under two weeks response 
time, and for Category 4, just under one month, due to the amount of time required to identify 
the responsive records, assemble a coordinated response across departments, transport from 
offsite archives and review by staff for exemptions.  
 
All categories are expected to move toward our targeted range of process times. Within the 
next few months, process times should continue to shrink as staff increases their familiarity with 
the program and become more adept at responding to various types of requests under the 
guidelines and through the system.   
 
Next Steps 
The City’s Public Records approach continues to be leading edge in the efficient production of 
public records.  The process continues to evolve in an effort to fully assist City staff with 
management of the high volume demands of Public Records in this age of burgeoning 
technology and to provide the best service possible for our citizens in a transparent, cost 
effective fashion.   
 
The addition of a Public Disclosure Analyst in the City Clerk’s office has provided a fully utilized 
resource, providing capacity for the City Clerk’s office in support of continued development and 
implementation of the provisions of the ordinance.  Among the initial assignments are assisting 
with the development of written protocols to help manage the requests for each department in 
an effort to standardize the City’s responses and insulate the City from liability. The protocols 
will help department staff better understand the range of requests and response requirements. 
Monthly meetings and ongoing training have been established and utilized to gather feedback 
on the WebQA software the City has implemented.  This position also directly responds to public 
records requests. 
 
Going forward, the implementation of these practices will help a wider range of affected staff 
understand how different types of requests, and the various methods the public uses to submit 
requests to the City (i.e. Web Portal, email, phone, in-person, etc.) should be handled. From 
both customer service and liability standpoint, that better understanding will reinforce staff and 
the public’s certainty that they are providing, and receiving, complete and accurate records in a 
reasonable timeframe.  
 
The City Council, as part of the 2015-2016 biennial budget process later this year, will 
determine and establish the on-going level of effort to be devoted to public records responses 
and the amount of resources to be allocated.  KMC Chapter 3.15.130 (b) specifies that “Starting 
with the 2015-2016 biennial budget process…the City Council will devote at least a portion of a 
public work session or Council meeting specifically to public records response resource 
allocation before adopting the final budget.”  The Public Records mid-year review in July (in 
accordance with Ordinance 4414) will provide consistent data for the first six months of 2014 to 
assist with Council’s deliberations.  
 
Attachments: 

(1) Ordinance 4414 
(2) Resolution 4987 



Attachment 1















Attachment 2


































	10a_Staff Memo 

	10a_Attach 1

	10a_Attach 2 




