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ORDINANCE 0-4887

AN ORDINANCE OF THE CITY OF KIRKLAND AMENDING CHAPTER
3.15 OF THE KIRKLAND MUNICIPAL CODE (KMC) REGARDING
ACCESS TO PUBLIC RECORDS AND KMC 3.16.035 REGARDING
THE DEPARTMENT OF FINANCE AND ADMINISTRATION.

WHEREAS, the City Council (“Council”) adopted Ordinance No.
0-4414 on July 16, 2023, establishing Kirkland Municipal Code (“KMC”)
Chapter 3.15, Access to Public Records, which was subsequently
amended through Ordinance No. O-4692 on July 19, 2019; and

WHEREAS, the Council adopted Ordinance No. O-4416 on
September 3, 2019, updating references to the Department of Finance
and Administration and making updates to KMC Section 3.16.035; and

WHEREAS, as it has been several years since the Public
Records Act Rules and the public records related provisions of the KMC
have been reviewed and revised, the Public Disclosure Steering Team,
as defined therein, recommends these updates in order to stay
compliant with current law and best practices; and

WHEREAS, the Council received a presentation in a public
meeting by the Department of Finance and Administration on
September 17, 2024, regarding the revision and update of the public
records related provisions of the KMC and their associated Public
Record Act Rules (“‘Rules”); and

WHEREAS, associated changes to the Rules will be considered
separately by the Council by way of Resolution; and

WHEREAS, the Council recognizes that these KMC updates are
consistent with the policy of the City of Kirkland (“City”) that all persons
are entitled to the greatest possible information regarding the affairs of
City government and the official acts of those officers and employees
who serve them.

NOW, THEREFORE, the City Council of the City of Kirkland do
ordain as follows:

Section 1. Chapter 3.15 of the Kirkland Municipal Code, Access
to Public Records, is amended to read as follows:

Chapter 3.15

ACCESS TO PUBLIC RECORDS
Sections:

3.15.010 Findings.

3.15.020 Procedural information.

3.15.030 Public records management and disclosure steering team.
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3.15.040 Public records management and disclosure coordinating
team.

3.15.050 Categories of requests.

3.15.060 Standard time periods for response.

3.15.440-070 City employee responsibilities.

3.15.426-080 Public records performance report.

3.15.010 Findings.

(a) Local government agency duties and responsibilities for the proper
management and disclosure of public records are defined in_chapter

42.56 RCW, the Public Records Act. (“act”) and chapter 40.14 RCW,
Preservation and Destruction of Public Records (“preservation statute”).

(b)  Managing public records and rResponding to public—recerds
disclosure requests is-one-are two of the city’s urique-and-core-essential
functions and is-and-alse-a-the responsibility of every city employee as
provided for herein.

(bc) Similar to the city’s other essential functions, the staffing, and
resources that-the city can devote to managing public records and
responding to public—recerds—disclosure requests_is are necessarily
limited.

(ed) In order to avoid excessive interference with other essential
functions of the city, the city nreeds—to—establishes, and periodically
reviews, the appropriate level of effort_and resources to be devoted to
responding-te-managing public records_and responding to disclosure
requests-and-the-level-ef-resources-to-be-allocated.

(de) The level of effort and resources allocated to_managing public
records_and responding to disclosure requests must be reasonable and
needs-to-be-is established during the biennial budget process when the
city council evaluates the available resources to perform all efthe-city’s
city essential functions and establishes levels of service._In this manner,
the council establishes the level of effort and resources to be devoted to
managing public records and responding to disclosure requests.
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(i  An semiannual report on_the management of public records
requests-and the-status-ef-disclosure requests will be provided by city
staff made-to the eity-council and the public.

(kg) i
fer—the—entwe—e}ty—aAs required by RCW 42 56 580 the c:ty shall aggonn

and publicly identify a public records officer. whose responsibility is to
serve as a point of contact for members of the public in requesting

disclosure of public records and to oversee the city's compliance with

the publlc records management and dlsclosure reQU|rementsand—+s

(h)  The city shall, through its public records officer, maintain an
electronic log of all records requests received by the city.

(i) In consultation with the public records management and disclosure
steering team, the public records officer shall establish policies for

information to be included in the logs and the way in which the logs are
made available to the public

3.15.020 Procedural information.

As required by the Public-Recerds-Aact, Chapter42.66-:040-RCW. the
city has separately established Ppublic Rrecords Aact Rrules (“Rrules”)

governing the process for requesting public records and responding to
requests for public records. As required by RCW 42.56.040, the city

shall prominently display and make available for inspection and copying
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such rules. These Rrules are posted on the city's website at
kwklandwa—gev— nd available in hard copy upon request. Geaefstem—w&h

Hms—ehapter— In addmon the mtv may estabhsh records manaqement

policies. in accordance with the preservation statute.

3.15.030 Public records management and disclosure steering team.

(a) There is established a public records management and disclosure
steering team_("steering team”) composed of the city manager-erhis-of
her—designee, the director of finance and administration, the public

records officer, eity-elerk-and the city attorney, or their designees. The

public-disclosure—steering team shall provide guidance to the public
records management and disclosure coordinating team, as needed.

(b) The public-disclosure-steering team is the body designated by the
city to conduct reviews when any person objects in writing {neluding
emaih-to the initial denial or partial denial of their records request.

(de) The public-disclosure-steering team will develop the rules, review
the-city-manager's-all proposed amendments to the Public-Record-Ast
Rrules, and any records management policies.

(ed) The public-disclosure-steering team, in addition to other duties,
may recommend changes to this chapter or the rules to the sity-council.

(fe) The public—disclosure—steering team may add members, as
needed.

3.15.040 Public records management and disclosure coordinating
team.

(a) There is established a public records management and disclosure
coordinating team_(“coordinating team”). The public records officer, or

designees. The-city-clerk-and-deputy-eity-clerk are designated-as-the
lead staff for the_coordinating team.

(b) Each city department shall designate a staff member or members
to facilitate the_management and disclosure of public records_in
coordination with the public records officer. The designated staff
members will serve on the public—diselosure—coordinating team and
assist-support the_public records officer eity-clerk-and-deputy-city-clerk

in implementing this chapter.

(c) Ihe—p&bhe—éwe%esu;e—eCoordmatmg team shall—be—responsnbl
shall be le M £
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set forth in the PRublic—Records—Aet—Rrules and related records
management policies.

3.15.050 Categories of requests.

aWhen a public recerds-disclosure request is received, the department

representative-coordinating team representative receiving the request
will categorize the request according to the nature, volume, and

availability of the requested records as set forth in the R[ules.—Ihe

b} Thecitv-shall hatal Sios At :
an-allocation-of resourcesfor response-througheutthe year.

3.15.060 Standard time periods for response.

The city must—shall make public records available promptly when
requested under the Rublic-Reecords-Aact. If records cannot be made
available within five business days, the-Actrequires-a written response
from the city will be provided to the requestor within that time period. In
such instances. Fthe city may-will acknowledge receipt of the public
disclosure request and provide a reasonable estimate of the time
necessary to make the records available. The Rrules shall establish
goals for standard response periods for all categories of records
requests.
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3.15.070440 City employee responsibilities.

(a) As provided for herein. all city employees are+esponsible-have
responsibilities for_managing public records. assisting in identifying
responsive records_for disclosure requests, and facilitating_a thorough
collection of records.

(b) The city will provide training to city employees on their obligations
under the Public-Reeerds-Aact; and preservation statute, including the
responsibility of all employees to retain records according to the-relevant
retention schedules.

(c) For most city employees, producing records in response to recerds
disclosure requests is a responsibility assigned in addition to their
primary assigned duties and functions.

(d) For those city employees for whom responding to—recerds
disclosure requests is not among their primary assigned duties, the
need to devote more than ten hours in a month to records production
may result in a reasonable delay of the response to a recerds disclosure
request.

3.15.080420 Public records performance report.

No later than August 31st and-the-lastday-ofFebruary-of each year, the
public records officer, or designee. sity—elerk—will submit to the city

council a report on the city’s performance in managing public records
and responding to publicrecerds disclosure requests during the prior

year (i.e. July 1% through June 30‘“)9Feeedmg—s+x—memns The report

shall include any baseline state defined criteria for reporting, and items
of interest, as determined by the steering team.-at-a-mirimum:
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Section 2. Chapter 3.16.035 of the Kirkland Municipal Code is
amended to read as follows:

3.16.035 Department of finance and administration.

There shall also be a department of finance and administration.
The director of the department of finance and administration may, with
the concurrence of the city manager, establish within the department
functional divisions. The director of finance and administration may

designate individuals division-managers-of the department as “public
records officer.” “city clerk,” and “city treasurer.”

Section 3. If any provision of this ordinance or its application to
any person or circumstance is held invalid, the remainder of the
ordinance or the application to other persons or circumstances is not
affected.

Section 4. This ordinance shall be in force and effect five days
from and after its passage by the Kirkland City Council and publication
pursuant to Section 1.08.017, Kirkland Municipal Code in the summary
form attached to the original of this ordinance and by this reference
approved by the City Council.



397

398
399
400

0-4887

Passed by majority vote of the Kirkland City Council in open meeting
this 1%t day of October, 2024.

Signed in authentication thereof this 1t day of October, 2024.

elli Cuytis, Mayor
Attest:

City Clerk

Publication Date:
Publication Date: October 7, 2024.

Approved as to Form:

L

[ A vt
Darcey ‘E(ej(jity Attorney
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PUBLICATION SUMMARY OF
ORDINANCE NO. O-4887

AN ORDINANCE OF THE CITY OF KIRKLAND AMENDING CHAPTER
3.15 OF THE KIRKLAND MUNICIPAL CODE (KMC) REGARDING
ACCESS TO PUBLIC RECORDS AND KMC 3.16.035 REGARDING
THE DEPARTMENT OF FINANCE AND ADMINISTRATION.

SECTION 1. Amends Kirkland Municipal Code (KMC) Chapter
3.15 related to access to public records.

SECTION 2. Amends KMC section 3.16.035 related to the
definitions and roles of staff within the Department of Finance and
Administration.

SECTION 3. Provides a severability clause for the ordinance.

SECTION 4. Authorizes publication of the ordinance by
summary pursuant to KMC 1.08.017 and establishes the effective date
as five days after publication of the summary.

The full text of this Ordinance will be mailed without charge to
any person upon request made to the City Clerk for the City of Kirkland.
The Ordinance was passed by the Kirkland City Council at its meeting
on the 1%t of October, 2024.

| certify that the foregoing is a summary of Ordinance No.. O-
4887 approved by the Kirkland City Council for summary publication.

E e

Emilee Fergus %b’ty City Clerk
¥ I/




