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1.0 Purpose

The purpose of this policy is to provide direction and guidance to all Grays Harbor Transportation
Authority (GHTA) personnel providing public record(s) and all persons requesting public records of
GHTA. GHTA is required by RCW 42.56.100 to adopt and enforce reasonable rules and regulations
consistent with the intent of the Washington State Public Records Act (PRA), referenced in RCW 42.56
and the Model Rules of WAC 44-14. The agency must provide the public with full access to information
concerning the conduct of agency business while being mindful of individuals’ privacy rights and
preventing excessive interference with essential functions of the agency. The PRA provides a statutory
framework to administer access to public records.

2.0 Roles and Responsibilities

A. Board of Directors: Per RCW 36.57, GHTA is a County Transportation Authority, and the
board of directors is defined as elected officials in the following format:

a. Board Members: Three County Commissioners, the Mayor of the most populous city
within the county, the Mayor of a city with a population of less than 5,000 who is selected
by the body of Mayors of all the cities under 5,000 within the County, the Mayor of a city
with a population greater than 5,000 who is selected by the body of the Mayors of all
cities greater than 5,000, and an individual recommended by the labor union (See RCW
36.57 for further details).

B. General Manager: Ensures GHTA has the financial and organizational capacity to comply with
the many federal, state, and local statutes and regulations.

C. Department Heads (Managers): Each department head is responsible for assisting in fulfilling
a Records Request. Agency staff will aid requestors, reasonably ensure that public records are
protected from damage or disorganization, and prevent fulfilling public records requests from
causing excessive interference with the essential function of GHTA. Agency staff will be held
accountable for meeting the agency’s responsibilities regarding this policy.

D. Public Records Officer: Will oversee compliance with the act; however, another GHTA staff
member may process the request. Therefore, these rules refer to the Public Records Officer “or
designee.” The Public Records Officer or designee and GHTA will provide the “fullest
assistance” to requestors, ensure that public records are protected from damage or
disorganization, and prevent fulfilling public records requests from causing excessive
interference with essential functions of GHTA.

Any person requesting access to Grays Harbor Transportation Authority records or seeking assistance
in making such a request must contact:

Kathleen Dawson

Public Records Officer

343 W Wishkah St

Aberdeen, WA. 98520

Phone: (360) 532-2770 ext. 100
Fax: (360) 532-2784

GHTA is a County Transit Authority. GHTA’s administrative office for requesting records is located at
343 West Wishkah Street, Aberdeen, 98520.

3.0 Reference
A. RCW 42.56, Public Records Act; and
B. Chapter 44-14, WAC Public Records Act — Model Rules
C. Authority and Purpose. WAC 44-14-010
1) 42.56.070(1) requires GHTA to make available for inspection and copying honexempt
“public records” per published rules. The act defines “public records” as “any writing
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containing information relating to the conduct of government or the performance of any
governmental or proprietary function prepared, owned, used, or retained” by GHTA. RCW
42.56.070(2) requires GHTA to set forth “for informational purposes” every law, in addition to
the Public Records Act, that exempts or prohibits the disclosure of public records held by
GHTA.

2) These rules establish the procedures GHTA will follow to provide full access to public
records. These rules provide information to persons wishing to request access to public
records of GHTA and establish processes for both requestors and GHTA staff designated to
best assist members of the public in obtaining such access.

3) The act's purpose is to provide the public full access to information concerning government
conduct, mindful of individuals’ privacy rights and the desirability of efficient government
administration. The act and these rules will be interpreted in favor of disclosure. In fulfilling
its responsibilities under the act, GHTA will be guided by the provisions of the act describing
its purposes and interpretation.

4.0 Policy

GHTA shall provide for inspection and copying of identifiable public records as provided in this policy
and procedure unless such records are exempt from disclosure under RCW 42.56 or other law under
which disclosure is regulated. Agency staff shall provide the fullest assistance to requestors in obtaining
the public records they seek. GHTA reserves the right to revise or change the policy at any time.
Failure to comply with any provision of these rules shall not result in any liability imposed upon the
agency other than that required in the PRA.

Note: The Public Records Act, Chapter 42.56 RCW, defines public records for public records requests.
Any review done pursuant to a public records request should follow the procedures outlined in this

policy.

4.1 Agency Description, Contact Information, Public Records Officer WAC 44-14-
020
A. GHTA provides public transportation services to Grays Harbor County with connections to
Intercity Transit and Mason Transit in Thurston County, Pacific Transit in Pacific County, and
Twin Transit in Lewis County. Jefferson Transit connects with GHTA in Amanda Park, WA.
B. Any person wishing to request access to public records of GHTA or seeking assistance in
making such a request should contact:

Kathleen Dawson

Public Records Officer

343 W Wishkah St

Aberdeen, WA. 98520

Phone: (360) 532-2770 ext. 100
Fax: (360) 532-2784

C. Information is also available on GHTA’s Website at https://www.ghtransit.com/.

D. The Public Records Officer will oversee compliance with the act; however, another GHTA staff
member may process the request. Therefore, these rules refer to the Public Records Officer “or
designee.” The Public Records Officer or designee and GHTA will provide the “fullest
assistance” to requestors, ensure that public records are protected from damage or
disorganization, and prevent fulfilling public records requests from causing excessive
interference with essential functions of GHTA.
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5.0 Procedure
5.1 Availability of Public Records WAC 44-14-030

A.

Hours for inspection of records. Public records may be requested in person and made available
for inspection and copying by appointment during designated business hours of GHTA,
Monday-Friday, 9:00 a.m. to 3:00 p.m., excluding legal holidays. Records must be inspected at
the GHTA offices.

Records Index. GHTA, as per RCW 42.56.070, has decided that maintaining a current public
records index would be unduly burdensome, if not physically impossible for the agency, and will
not be done. The GHTA staff will give the public the fullest assistance practicable in identifying
and disclosing public records.

Organization of records. GHTA will maintain its records in a reasonably organized manner.
GHTA will take reasonable actions to protect records from damage and disorganization. A
requestor shall not take GHTA records from GHTA offices without the permission of the Public
Records Officer or designee.

. Requesting public records. Any person wishing to inspect or copy public records of GHTA

should request in writing on GHTA'’s request form or by letter or e-mail addressed to the Public
Records Officer and include the following information:

1) Name of requestor.

2) Address of requestor.

3) Other contact information, including telephone number and any e-mail address.

4) ldentification of the public records adequate for the Public Records Officer or

designee to locate the documents and

5) The date of the request.
A Public records request must be for identifiable records. A request for all or substantially all
records prepared, owned, used, or retained by GHTA is not a valid request for identifiable
records, provided that a request for all records regarding a particular topic or containing a
specific keyword or name shall not be considered a request for all an agency’s records.
If the requestor wishes to have copies of the records made instead of simply inspecting them,
they should indicate and plan to pay for copies of the documents or a deposit. Pursuant to RCW
42.56.120(4), Fees are 15 cents per page for printed copies, 10 cents per page for scanned
copies, 5 cents for each (4) electronic files or attachments, and 10 cents per gigabyte for video.
Fees will be charged for any request over $1.00.

. The Public Records Officer or designee may provide copies of GHTA records at no charge to

individuals or government agencies doing business with GHTA if the Public Records Officer or
designee determines such action is in the best interest of GHTA.

. A form is available for requestors at the Public Records Officer's office and

https://www.ghtransit.com/.

The Public Records Officer or designee may accept requests for public records that contain the
above information by telephone, email, or in person. If the Public Records Officer or designee
accepts such a request, they will confirm receipt of the information and the substance of the
request in writing.

5.2 Processing of Public Records Requests —General WAC 44-14-040

A. Providing “fullest assistance.” GHTA is charged by statute with adopting rules that provide for

how it will “provide full access to public records,” “protect records from damage or
disorganization,” “prevent excessive interference with other essential functions of the agency,”
provide “fullest assistance” to requestors and provide the “most timely possible action” on public
records requests. The Public Records Officer or designee will process requests to allow the
most requests to be processed most efficiently.
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B. Upon receipt of a request, GHTA will assign it a tracking number and log it in.

C. The Public Records Officer or designee will evaluate the request according to the nature,
volume, and availability of requested records.

D. Acknowledging receipt of the request. Within five business days of receipt of the request, the
Public Records Officer will do one or more of the following:

1) Make the records available for inspection or copying; or

2) If available on GHTA'’s website, provide an internet address and link to the specific record
requested on the website; or

3) If copies are requested and payment of a deposit for the copies, if any, is made or terms of
payment are agreed upon, send the copies to the requestor; or

4) Provide a reasonable estimate of when records or an installment of records will be available;
or

5) If the request is unclear or does not sufficiently identify the requested records, request
clarification from the requestor. Such clarification may be requested and provided by
telephone. The Public Records Officer or designee may revise the estimate of when records
will be available; or

6) Deny the request.

E. Consequences of failure to respond. If GHTA does not respond in writing within five business
days of receipt of the request for disclosure, the requestor should contact the Public Records
Officer.

F. Protecting the rights of others. If the requested records contain information that may affect the
rights of others and may be exempt from disclosure, the Public Records Officer may give third-
party notice to the affected party(ies). Such notice will generally be provided ten (10) days
before disclosure. It should be given to make it possible for those third parties to contact the
requestor and ask them to revise the request or, if necessary, seek an order from a court to
prevent or limit the disclosure. The notice to the third party will include a copy of the request. For
requests seeking records located exclusively in an employee’s personnel, payroll, supervisor, or
training file, third-party notice will be provided to the employee, any union representing the
employee, and the requestor.

G. Records exempt from disclosure. Some records are exempt from disclosure, in whole or in part.
If GHTA believes that a record is exempt from disclosure and should be withheld, the Public
Records Officer will identify the record or portion thereof that is claimed to be exempt, state the
specific exemption, and provide a brief explanation of why the record or a portion of the record
is being withheld. The Public Records Officer will redact exempt portions of partial disclosure
exceptions and provide the nonexempt portions.

H. Inspection of records. Consistent with other demands, GHTA shall promptly provide space to
inspect public records. No member of the public may remove a document from the viewing area
or disassemble or alter any document. The requestor shall indicate which documents they wish
the agency to copy.

I.  The requestor must claim or review the assembled records within thirty (30) days of GHTA’s
notification to them that the records are available for inspection or copying. The agency will
notify the requestor in writing of this requirement and inform the requestor to contact the agency
to schedule a time to claim or review the records. If the requestor or a representative of the
requestor fails to claim or review the records within thirty (30) days or make other arrangements,
GHTA may close the request and re-file the assembled records. Other public records requests
can be processed ahead of a subsequent request by the same person for the same or almost
identical records, which can be processed as a new request.
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Providing copies of records. After the inspection, the Public Records Officer or designee shall
make the requested copies or arrange for copying.

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 they
reasonably determine that delivering them in that way would be practical. If, within thirty (30)
days, the requestor fails to inspect the complete set of records or one or more of the
installments, the Public Records Officer or designee may stop searching for the remaining
records and close the request.

Completion of inspection. When the requested records are inspected, and all requested copies
are provided, the Public Records Officer or designee will indicate that GHTA has diligently
searched for the requested documents and made any located nonexempt records available for
inspection.

Closing withdrawn or abandoned requests. When the requestor withdraws the request, fails to
fulfill their obligations to inspect the records, or fails to pay the deposit or final payment for the
requested copies, the Public Records Officer will close the request and indicate to the requestor
that GHTA has closed the request.

. Later discovered documents. If, after GHTA has informed the requestor that it has provided all

available records, GHTA becomes aware of additional responsive documents existing at the
time of the request, they will promptly notify the requestor of the additional documents and
provide them expeditiously.

5.3 Electronic Records WAC 44-14-050

A.

B.

Requesting Electronic Records. The process for requesting electronic public records is the
same as for requesting paper records.

Providing Electronic Records. When a requestor requests records in electronic format, the
Public Records Officer will provide the nonexempt records or portions of such documents that
are reasonably locatable in an electronic format that is used by GHTA and is generally
commercially available or in a format that is reasonably translatable from the format in which the
agency keeps the record.

Customized electronic access services. While not required, and with the consent of the
requestor, GHTA may decide to provide customized electronic access services and assess
charges under RCW 42.56.120(2)(f). A customized service charge applies only if GHTA
estimates that the request would require information technology expertise to prepare data
compilation or provide customized electronic access services when the agency does not use
such compilations and customized access services for other purposes. GHTA may charge a fee
consistent with RCW 42.56.120(2)(f) for customized access.

5.4 Exemptions WAC 44-14-060

A. The Public Records Act provides that several document types are exempt from public inspection

and copying. In addition, documents are exempt from disclosure if any “other statute” exempts
or prohibits disclosure. Requestors should be aware of the following exemptions outside the
Public Records Act, which restrict the availability of some documents held by GHTA for
inspection and copying.

B. This list does not necessarily include all disclosure exemptions that may apply to GHTA records.

Exempt Record Legal Authority

Attorney-Client Privilege & Privileged Communications RCW 5.60.060 and RCW
5.60.060(2)(a)

Attorney Work Product RCW 42.56.210

Trade Secretes (Under the Uniform Trade Secrets Act) RCW Chapter 19.108

Private keys used to Create Digital Signatures RCW 19.34
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Records Identifying Location of Archaeological Sites RCW 27.52.070

Identity of Employee Reporting Alleged Improper RCW 42.41.030
Governmental Action (Whistleblower Statute)

Self-Insurance or Risk Pool Funds Available to Satisfy a RCW 48.62.101
Claim

Records from the State Employment Security Department RCW 50.13

Public agencies do not have the authority to sell or provide RCW 42.56.070(8)
access to lists of individuals requested for commercial
purposes.

5.5 Costs of Providing Copies of Public Records. RCW 42.56.120

A.

B.

Costs for paper records. There is no fee for inspecting public records. A requestor may obtain
standard black and white photocopies for fifteen cents per page.

Cost of electronic records. There is no fee for inspecting public records. Electronic copies of
records shall cost five cents per four (4) electronic files or attachments uploaded to email, cloud-
based data storage service, or other means of electronic delivery. A fee of ten cents per gigabyte
will be charged for transmitting public records in electronic format or using agency equipment to
send the documents electronically.

GHTA charges actual costs for nonstandard copies, including but not limited to color copies,
engineering drawings, maps, and photographs. A statement of the factors and the manner used
to determine this charge is available from the Public Records Officer.

Deposit and Installments. Before making copies, the Public Records Officer or designee may
require a deposit of up to ten percent (10%) of the estimated costs of copying all the records
selected by the requestor. The Public Records Officer or designee may also require the
remaining payment before providing all the records or an installment payment before providing
that installment. GHTA will not charge sales tax when it makes copies of public records.

Cost of Materials. GHTA may also charge actual digital storage media or device costs, postage
or delivery fees for mailing records, and the shipping container or envelope used to malil
documents to the requestor.

Customized service charge. In addition to the charge imposed for providing copies of public
records and for the use by any person of agency equipment copying costs, an agency may
include a customized service charge. A customized service charge may be imposed if the
agency estimates that the request would require information technology expertise to prepare
data compilations or provide customized electronic access services when the agency does not
use such compilations and customized access services for other agency purposes. GHTA will
charge the actual cost of providing these services.

Payment. Payment may be made by cash, check, or money order payable to GHTA.

GHTA reserves the right to send records to an outside vendor to make copies or scan records
into an electronic format if it determines, in its sole discretion, that it is necessary given available
agency resources or it determines that an outside vendor can complete the project more quickly
and less expensively than GHTA. In such cases, the requestor will be charged the actual cost to
GHTA, or GHTA may arrange for the requestor to pay the vendor directly.

5.6 Review of Denials of Public Records. WAC 44-14-080

A. Petition for internal administrative review of the denial of access. Any person who objects to the

initial denial or partial denial of a records request may petition the Public Records Officer in
writing (including e-mail) to review that decision. The petition shall include a copy of or
reasonably identify the written statement by the Public Records Officer or designee denying the
request.

Consideration of petition for review. The Public Records Officer shall promptly provide the
petition and any other relevant information to the General Manager. The General Manager will
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immediately consider the petition and either affirm or reverse the denial within two business
days following GHT'’s receipt of the petition or within such a time as GHT and the requestor
mutually agree to.

C. Judicial review. Any person may obtain a court review of denials of public records requests
pursuant to RCW 42.56.550.

5.7 Public Uses Form for Records Requests

A requestor of public records may use the “Public Records Request Form” to submit their request for
records to the Public Records Officer. A requestor may find the form on the GHT Website,
https://www.ghtransit.com/, or they may request the form be sent electronically or pick up a form during
business hours at GHT’s administrative office located at 343 W Wishkah Street, Aberdeen, WA 98520.

5.8 Employees May Sign “Release of Information Waiver”

When a requestor requests public records regarding an employee, and if the records requested are
exempt from disclosure, the employee may sign an “Authorization to Release Information” form
authorizing the release of the respective record(s). The Public Records Officer shall forward a copy of
the completed “Authorization to Release Information” to the Operations Manager for retention in their
personnel records.

6.0 Clerk’s Rule Regarding Contract Bid and Proposal Documents

6.1 Plan Centers

It is the custom and practice of GHTA to use a Plan Center such as but not limited to Washington’s
Electronic Business Solutions (WEBS) through Washington State Department of Enterprise Services
(DES) or Builders Exchange of Washington (BXWA) as the official source of bid packages. Plan
Centers ensures all bidders receive complete documentation, including all addenda, changes, and
clarifications. WEBS provides prime bidders, subcontractors, suppliers, and other interested parties
virtually free-of-charge access to a complete set of project bid documents, including the ability to
download and view, print, and order full or partial plan sets from numerous reprographic sources and
free access to an online digitizer/take-off tool.

6.2 Clerk’s Contract Bid and Proposal Documents Rule
When GHTA has issued a call for bids or proposals and provided contract bid or proposal documents to a third-
party Plan Center, then the following procedure shall be followed in responding to any public records request:

A. GHTA'’s Public Records Officer or general counsel shall promptly respond to the requestor,
acknowledging the receipt of the request and

B. GHTA'’s Public Records Officer or general counsel shall advise the requestor in writing as to the
third-party Plan Center that is the official source for the bid or proposal packages of GHTA.

C. GHTA'’s Public Records Officer or general counsel shall also advise the requestor of GHTA’s
policy of providing copies of the contract bid and proposal copies no sooner than one week after
the bid closes.

D. The above procedure shall be called the Clerk’s Contract Bid and Proposal Documents Rule.
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G RAYS HAR B U R T RAN S | T AUTHORIZATION TO RELEASE INFORMATION

| AUTHORIZE Grays Harbor Transportation to release any information pertaining to the following:

Click or tap here to enter text.

As requested in the attached public records Number, Click or tap here to enter text. Requested by Click or tap here to
enter text. (Name of Requestor).

| hereby release Grays Harbor Transportation Authority, its agents, or employees from any liability resulting from releasing
such information. | hereby waive any claims against Grays Harbor Transit, its agents, and employees for releasing such
information. My authorization and release from liability are knowing intelligent and voluntary acts.

Print Employee Name

Employee Signature

Date:
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Grays Harbor Transit Authority

Form PRP14
REQUEST FOR PUBLIC RECORDS

Name of Requestor: Date Requested:
Address of Requestor: Phone:

Fax:

Email:
Representing (If applicable):
Review Records Only: Copy(s) Requested: Charges (completed by Grays Harbor Transit)
I Yes ] No O Yes 0 No Copies @ $.15 ea.: $Click or tap here to enter

text.
Materials: SClick or tap here to enter text.
Postage: SClick or tap here to enter text.

Records Request: (Be as specific as possible in defining the record(s) you wish to obtain, such as dates, time, route number, and
subject matter.)

| certify that any lists of individuals or businesses obtained through this request for public records will NOT be used for any
commercial purposes. See RCW 42.56.070 (9). Washington State Law prohibits disclosure of lists of individuals requested for
commercial purposes. If | or someone else uses these records for commercial purposes, | may violate the rights of the individuals
named and be liable for damages. “Commercial purposes” means that the person requesting the record intends that the list will
be used to communicate with the individuals named in the record to facilitate profit-expecting activity. | certify that the lists of
individuals obtained through this request for public records will not be used for commercial purposes.

Signature of Requestor Date

TO BE COMPLETED BY Grays Harbor Transit

Actions Taken and By Whom:

Request Granted: Response: (Response MUST be made within five (5) business days of receipt of
O Yes J No request)

[ The Record is not available as requested

[ The Record available for inspection on Click or tap to enter a date.

[ Copies are available upon payment of copy fees

[ The Requested documents are not available at this time. Estimated
availability in Click or tap here to enter text. days

[J Unable to process the request as described; please clarify the request

[J Request denied record or document exempt from Public Disclosure as
specified in the attachment.

Staff person completing request: Date sent to Public Records Officer:

Date, Public Records Officer, Reviewed and Signature of Public Records Officer:

Filed:
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