
ORIGINAL 
CITY OF SHORELINE, WASHINGTON 

ORDINANCE NO. 742 

AN ORDINANCE OF THE CITY OF SHORELINE, WASHINGTON, 
AMENDING CHAPTER 2.35 PUBLIC RECORDS TO THE SHORELINE 
MUNICIPAL CODE. 

WHEREAS, Washington's Public Records Act, Chapter 42.56 RCW, requires that the City of 
Shoreline establish reasonable rules and regulations so as to provide full public access to public 
records, to protect public records from damage or disorganization, and to prevent excessive 
interference with other essential functions of the City; and 

WHEREAS, such rules and regulations are to provide for the fullest assistance to inquiries and 
the most timely possible action on requests; and 

WHEREAS, the City has previously adopted rules and regulations for responding to public 
records requests, including on August 14, 1995, when the City adopted Ordinance No. 4 7 which 
established procedures for the disclosure of public records, codified as SMC Chapter 2.35, and 
on July 10, 2006, when the City adopted Ordinance No. 435, updating SMC 2.35; and 

WHEREAS, the City desires to update SMC 2.35 in order to conform with amendments to the 
Public Records Act that have occurred since 2006 and to allow for the City Manager to establish 
and amend, as necessary, a separate Public Records Act Policy that is consistent with the intent 
of the Public Records Act, sets forth the procedures for the processing of public records request 
and allows the City greater flexibility in processing requests so as to better respond to such 
requests; 

NOW THEREFORE, THE CITY COUNCIL OF THE CITY OF SHORELINE, 
WASHINGTON, DO ORDAIN AS FOLLOWS: 

Section 1. Amendment - SMC Chapter 2.35. SMC Chapter 2.35 is amended as provided in 
Exhibit A. 

Section 2. Severability. If any portion of this chapter is found to be invalid or unenforceable for 
any reason, such finding shall not affect the validity or enforceability of any other chapter or any 
other section of this chapter. 

Section 3. Publication and Effective Date. A summary of this Ordinance consisting of the title 
shall be published in tl:c official newspaper. This Ordinance shall take effect five days after 
publication. 



ORIGINAL 
PASSED BY THE CITY COUNCIL ON APRIL 18, 2016 

ATTEST: 

)~ssica Simulcik Smith 
~ity Clerk 

Date of Publication: April 21 , 2016 
Effective Date: April 26, 2016 

~L-
Mayoriristopher Roberts 
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Chapter 2.35 

PUBLIC RECORDS 

Relationshjp4e Publie Records Act. Authority and purpose. 
Disclosure. Scope of rules authorized. 
Definitions. Records Index. 
Maintenance. Employee responsibility. 
Exemptions. Categories of requests. 
Procedure for inspection or copying. 
Reimbursement for copying costs. 

ORIGINAL 
Sections: 
2.35.010 
2.35.020 
2.35.030 
2.35.040 
2.35.050 
2.35.060 
2.35.01§.0 
2.35.0&10 
2.35.090 
2.35.100 

Decision on requests Procedure for review of decision. Exemptions. 
Disclosure pt=ohibited by other statutes. 
Administrative rules. 

2.35.010 Relntiaeship to Publie Reeords Aet. Authority and purpose. 

A. The Washington State Public Records Act (Act), Chapter 42.56 RCW, r quires the City of 
Shoreline (Cjty) to make available for inspection and copying public records in accordance with 
the ity s published rules. 1 he Act defines public record' as any writing containing information 
relating to the conduct of government or the performance of any governmental or proprietary 
function prepared, owned, used, or retained" regardless of physical form or characteristics. 

B. The City Manager is authorized to establish a Public R cords Act Policy to adopt reasonable 
rules, consistent with the intent of the Act and the Model Rules in WAC 44-14, that provide the 
public full access to public records with fullest assistance" to requesters and the most timely 
possible action on requests'', while protecting public records from damage and disorganization. 
preventing excessive interference with other essential functions of the City. and withholding 
certain public records from disclosure subject to various legal exemption . 

This chapter COR-StiH:Hes-lhe city s rules and regulations lo eaA"y out and implement the Public 
Records Act Chapter 42.56-RGW. E>ccept as provided in this chapter, Chapter 42.56 RCW shall 
apply to disclosure of all-city public records. [Ord. 435 § 1, 2006; Ord. 47 §I, 1995] 

2.35.020 DiseJosuff. Sr:one of rules authorized. 

As required by the Act, t:1 1~ City has separately established a Public Records Act Policy (Policy) 
establishing reasonable l"lks for requesting public record and responding to requests for public 
records. The Policy will r·ontain: 

A. An agency descriptior. 1he designation of a public records officer (officer). the officer's contact 
info1mation, the hours ar:d location for inspection of public r cords and the officer's 
responsibilities ur•der thr. Public Records Act; 

B. The procedure for m~' :i 11g, responding to, inspecting and copying records regue. ts; protecting 
records from damage or (!isorganization; preventing exces interference with Shoreline's other 
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essential functions; protecting the rights of others; providing fullest assistance" to requesters and 
the ''most timely possible action on requests. 

C. The Policy is posted on the City's website at www.shorelinewa.gov/pdr. 

Unless exempt from disclosure under this chapter, public records shal-1--ae available for inspection 
and copying-in accordance •.vith this chapter. [Ord. 47 § 2, 1995] 

..,..,2 . .-3-5.-0 ...... 30>+---D...-ef ... jn-i-ti ... o-n-s. Records Index. 

A. The Act requires the City to maintain and make available a current index of certain puhlic 
records. However, the Act also provides that if maintaining such an index would be unduly 
burdensome, or would interfere with government operation, a City need not maintain such an 
index but it must issue and publish a formal order specifying the reasons why and the extent to 
which compliance would be unduly burdensome. 

B. All substantive and procedural rules of general applicability, including but not limited to 
ordinances and resolutions of the city council, minutes of the regular meetings of the city council, 
and statements of general policy, and all public contracts. deeds, easements and leases shall be 
indexed and maintained in the City Clerk' s Office for the use of the City and of the general public. 
The following Indices are also available on the City of Shoreline website, on the City Clerk's page: 

1. Final opinions 
2. City policies 
3. Planning policies and goals and interim and final planning decisions 
4. Staff reports and City Council Minutes from 2000 - present 

The Indices for the following are not published as to do so would be unduly burdensome: 

1. Factual staff studies, factual consuJtant reports and studies, scientific reports and studies 
and other factual info1mation derived from tests, studies, reports or surveys. 

2. CotTespondence, and materials referred to therein, by and with the agency relating to any 
regulatory, supervisory, or enforcement responsibilities of the agency, whereby the agency 
determines, or opines upon, or is asked to determine or opine upon, th~e rights of the state, 
the public, a subdivision of the state government, or of any private party. 

Pursuant to RCW 42.56.070 (4)(a) the records in subpart Bare not maintained because the City has 
eight departments and each department produces its own factual and scientific reports and studies 
and their own consultants' reports and studies. Each department also manages its own 
regulatory/supervisory/enforcement correspondence. Creating an index of repo1ts and studies and 
of reports and studies and of regulatory/supervisory/enforcement correspondence and maintaining 
the indices would take and inordinate amount of agency time, interfering with agency day-to-day 
operations. 

A. Public record means any vniting, maps or dra•n·ings containing information relating to the 
conduct of government or the performance of any governmental or prnprietary function prepared 
ovrned used or retained by the city regardl.ess of physicaJ furm or characteristics. 
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B. ' Publfo records officer" means the city clerk or designee. 

C. Writing' means handwriting, typev.'fiti0g printing photostating photographing, and every 
other means of recording any form of communication &r representation, including, but not limited 
to, letters, words pictW'es sounds, or symbols or combination thereof, and all papers maps, 
magnetic or paper tapes photographic films and prints, motion pictures, fum and video reoordings 
magnetic or punched cards discs, drums, diskettes sound recordings and other documents 
ineluding existing data compilations from which information may be obtained or translated. [Ord. 
435 § 2, 2006; Ord. 47 § 3, 1995] 

2.35.040 Mnintennnee. Employee responsibility. 

A. All City employees are responsible for assisting in identifying responsivesecords and 
facilitating thorough collection of records. 

B. The City will comply with the training requirements in the Open Government Trainfog Act 
RCW 42.56.150 and RCW 42.56.152. 

A:-All substantive and proeedural rules of general applicability, including but not limited to 
effiffiaMes and resolutions-of the eity eounoil, minutes of the regular meetings of the city council, 
and statements of general-policy and all public contracts deeds, easements and leases shall be 
ineexed and mairnained in-the office of the oity clerk for the use of the city and of the general 
public. 

B. All other reeorGs-ef-Ehv~ity relating to the specific function or responsibility of a partioular city 
~n-h1'iRed for the use of the department and the general public in the office of 
the deparlment. The-depaftment shall maintain and make available for public inspection and 
copying a current index previding identifying information as to the following records: 

~iOflS-anEl-erders made in the adjudication of eases· 

2'. Statements of policy and interpretations of policy which have been adopted by the eity· 

3. Administrative staJ+manuals and instructions to staff that affect a member of the public· 

4. Planning policies ane goals and interim and final planning deeision.s; 

5. Factual-sta4Trepe-r'.s-i'md studies, fuotual consultaats repurl::; and studies scientifie rnpo1ts ­
and studies and-any-nhcr factual information derived from tests, studies, reports or sur'<'C)'S, 
whether condocted-b:·'-public employees or others; 

6. Corresponclenoe,-t.nd.materials referred to therein by w1d with-the city relating to any 
regulatory strp~! :y-:-or enforcement responsibilities of the city whereby the city 
determines, Otjines-tr~)en or is asked to detem1ine or opine upon, the rights of the state, the 
public, a subdi-visien·of state government, or of any pfrv<ate party; and 

7. The job classific~Vc,:>n, pay and tenure of employees hired by the city shall be public 
information. lH--a6Eli:t~ e.1-1 unless exempt from disclosure pursuant to RGW 42.56.230 wid 
42.56.050, rec-ords-pertaining to an employee s: (a) prior employment history including names 
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of employers titles or job classifications and duties and responsibilities; (b) education 
including names of institutions dates attended and degrees obtained ; and (c) occupational 
licensing shall be public inforn1ation. [Ord. 435 § 2, 2006; Ord. 49 § 1, 1995; Ord. 47 § 4, 
1995] 

2.35.050 Exemptions. Categories of requests and standard response time. 

A. When the City receives a public record requests it will be categorized according to its scope, the 

volume of public records being requested, the effort necessary to conduct an adequate search, and 

the need for redacting exempt information. 

B. The City must make public records available promptly when requested under the Act. If records 

cannot be made available within five business days, the Act requires a written response to the 

requester. The City may acknowledge receipt and provide a reasonable estimate of the time 

necessary to make the record available. The Policy shall establish estimates for standard response 

periods for each records request category. 

All records listed in Chapter 42.56 R{;'W, as an1ended are e*empt from public inspection, 
including but not limited to: 

I. Personal information in files maintained for employees appointees or elected officials , to 
the extent that disclosure v1ould violate their right to pri'i'aoy, as defined in Rb\\' 42.56.050. 

2. Information required of any taxpayer in connection with the assessment or collection of any 
ta><: if the disclosure of the information to other persons ·.vo1:1ld be prohibited to such persons by 
RCW 82.32.330 or violate the twcpayer s right to privaoy as defined in RCW 42.56.050 or 
result in unfair competifrYe disadvantage to the tEl*payer. 

3. Specific intelligence info1mation and specific investigatii.•e records compiled by 
investigative, law enforcement, and penology agencies the noadisclosure of which is essential 
to effective law enforcement or for the protection of any person' s right to privacy as defined 
in RCW 42.56.050. 

4. Credit card numbers, debit card numbers eleotro0ic check numbers card expiration dates or 
bank or other financial account numbers e:>wept when disclosure is ~~pressly required by or 
gevemed by other la>+v. · 

5. lnformation revealing the identity of persons 'Hho are witnesses.to: or victims of crime or 
who file complaints with investigative law enforcement or peaology ageooies other than the 
public disclosure commission if disclosure would endanger any person's life physical safety 
or property· provided that if at the time a complaint is filed the co~lainant victim or witness 
indicates a desire for diselosw·e or nondisclosure such desire shall govern. · 

6. Test questions, scoring keys, and other exami-nation data used t~ q!'.fminister a license, 
employment, or academic eJcaminatioa. · 

7. Except as provided by Chapter 8.26 RCW the contents of real estate appraisals made for or 
by any agency including the oily relative to the acquisition or sale of property; until the project 
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or prospective sale is abandoned or until such time as all of the property has been acquired or 
the property to •,i.rh:ich the sale appraisal relates is sold but in no event shall disclosure be 
denied for more than three years after the appraisal. 

8. Valuable formu lae designs, drawings, and researoh data obtained by the city 'Nithin fiV&­
years of the request for disclosure when disclosure would produce pri->late gain and public loss. 

9. Preliminary drafts, notes recommendations and intra agency memorandums in which 
opinions are e)cpressed or policies formulated or recommended, e1ccept that a specific record 
shall not be exempl when publicly cited by the city in connection 'Ni th any city action. 

l O. Records 'Nhich are relevant to a controversy to which the city is a party but 'Nhich records 
would not be available to another party under the rules of pretrial discovery for eauses pending 
in the superior courts. 

I I. Records, maps, or other information identifying the location of archaeological sites in 
order to avoid the loettng or depredation of such sites. 

12. Financial and coffiffiereial information and records supplied by businesses during 
application for Joans or program services provided by Chapters 43.160 43.163, 43.168 and 
43.330 RCW. 

13. All applicatiens-for-public employ1nent including the names of applicants, resumes, and 
otJ=ier related material-s--submitted with respect to an applicant. 

14. The residential aadresses and residential telephone numbers of employees or volunteers of 
the city which-are-held by the oily in personnel records, employment or volunteer rosters or 
mailing lists of employees or volunteers. 

I 5. The residential addresses and residential telephone numbers of the customers of a city 
utility contained in the records or lists held by the city utility of vrhich they are customers. 

16. Client records maifltained by the city under any domestic violence program as defined in 
RCW 70.123.020 or 70.123.075 or rape crisis center as defined in RCW 70.125.030. 

17. Information that identifies a person vrho while a city employee: 

a. Seeks advice ttJ1eer an informal process estahltshed by the city jn order to aseertail'l his 
or her rights-ffi-€-G11 .. 11eetion with a possible u-nfoir practice under Chapter 49.60 RCW 
against the persea~and--

b. Reque~ts--thate-\is or her identity or any identifying information not be disclosed. 

18. License applieal-i:rns under RCW 9.41.070. 

19. Infonnati-On--reve:1l-ing the identity of child victims of sex·dal assault v1ho are under age 18. 
Identifying infermation means the child victim's name, address, location, photograph and in 
eases in which the chi-Id victim is a relative or stepchild of the alleged perpetrator, 
identification of the relationship bet\veen the child and the alleged perpetrator. 
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20. A law enforcement a?lthori:P · ma . t . . 
person wh:ich belong to~ citv efe:tri~~o t:~i~est ;nspect1on or ~opying .of records of any 

... . 1 · u 1 1 7 un ess the authonty pro"td th · t 1 . 
uh1Lty w1th a \'tritten statement in which the autlrnrit . t h~ .ese c17• e ectncal 
person to whom the records pertain has c .tt' d- ) ~.ates t at it suspeet.s that the particular 

belief that the records could determine or oh~~·~ a ~·im_~,tnd t~e authon.t)'. has~ reasonable p e ermme " 1ethe1 the susp1c10n might be true. 

21. Names, residential addfesses · d ti l 1 identifiable records held b : ' rest ?n a t~ ephene numbers and other individuaUy 
7 an agency m relation to a "anflO l 1 h . 

program; however these records may be disel . d l '1} • o . carpoo ' or ou er nde sharing 
ride matehffig Sef" 'iCeS and " 'hO . OS'=' • 0 0.l et pelSOHS who apply for 
drivers '+Vith when: to share ~des~eed that mformatlOn m order to identify potential riders or 

22. Financial infon11ation including but not I' . el 
identification numbers supplied by -Or on behai:::a t:1~ccoU:At eumbers ai:d va~u~s, an~ o~~er 
company, paitnernbip or other entity related t p /on. firm cor~orat1~n, hm1ted hab1hty 
license or lottery retail license. o,an app watlon for a l1q1:1or license, gambling 

23. Attorney client privileged commw1ications under Rt:W 5.60.06().;. 

24. Abstracts of driving records U:Ader RCW 46.52.130(2). 

25 . Any other record which is exempt from disclosure under any state la•N. 

~,ct!:: tJ::::~:::tf~:~1:::~~cc~::~:s:;~:~~~:~t,h i~~ t~~s i5ection shall be. inapplicable to the 
governmentaJ interests can be del:eted fro:1 the uOl:l. vlO ate personal pnvacy or vital 
construed to pem1it the nondisclosure of st f ti ~e.:;c rec?rds sougR-t. ~o. exemption shaJI be 
identifiable person or persons. a~Js ca: l~rmation B-Ot desenphve of any readily 

C. lnspection or copying of- an . ·Fi d 
Kffig County super;m. 0;U:;fiici:P::~: ~==~: 5 :~mpt ~nder this section may be permitted if the 
to the city, that the eKemption of such re co d i~g vl1th ~~twe thereof to every person interested and 
· h f . r s is c ear·y unnecessary to prot t · er · ..;i 

rig to pnvacy or any vital governmental function. · ec any in iv1uual' s 

D. Nothing in this section shall affect · ·,, d , . . 
withhold information which d1:1t , to ~ pos1t1 ,e ;:~tr of th~ 01ty t~ disc.lose or a positive duty to 
§ 3, 2006; Ord. 47 § 5, 1995] ) disclose or •dthhold is contained J~ ~ny other law. [Ord. 435 

·.'' 

2.JS.9(;0 PFeeedure fer i:nspeetien er eef.lying. 

A. Persons 'Nishing to inspect or cop~· cit , . d I I! a . . 
records officer or the city departme;;.ttj ~ ~eco~ s ~ 1a ~rst make such request to the public 
not kno·N which depaiiment maintains,~~~c ma;tai:s the requested records. Ifihe requester does 
_cc:__ . · reo01 s, t- e request shall b~ ·mad t ·th bl· . ~r. All assistance necessary to help the re uest . 1 . •: e ~. ~e pu 1c tecords 
promptly either by the pebJic rec0:rds ;fficer !. b , :iocat~ the partiol;:f_lm· record.shall be provided 

:;!:ii!~::~:;::.:;-:·.::.:·::~ .. :i ~:.:~:~r ::~~~1 

.. '::.':"~:~.:. ef 
• , e ass1s mg emp·oyee. 
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B. The public records officer or other city employee shall not distinguish among perseflS­
requesting records. Persons requesting records shall not be required to provide information as to 
the purpose fer the request except to establish whether the inspection or copying would violate­
RCW 42.56.070 or other statute or ordinance v1hich exempts or prol1ibits disclosure of specific 
information or records to certain persons. [Ord. 435 § 4, 2006; Ord. 47 § 6, 1995] 

2.35.01~0 Reimbursement for copying costs. 

A. A reguestor may obtain paper copies or electronic scans of public record under RCW 
42.56.120; the City will charge for these according to the Public Records Fee Schedule adopted in 
SMC 3.01.220. 

Geptes of written records maps, phetegraphs including slides audio tape recordings, video tape 
recordings and digital recordings shall be provided by the city upon request and payment of the 
actual cost of reproducing-#le same, which cost shall be established by city council ordinance. 

B. Labor and mailffig-eoots shall be included in the cost of reproduction. The costs of reproduction 
provided for by resolution-shall include but not be limited to, the following records: street maps 
~ing maps, zoniRg-GOGes ordinances, public meeting minutes, resolutions, verbatim transcripts, 
deeds, contracts, and other records of the charncter contemplated in SMC 2.35 .0 I 0. 

C. Where the request is fm=-a certified copy there shall be an additional charge in the amount 
established by city counc-il ordinance to eo'w'er the additional expense and time required fof 
certification. 

D. The public reaords offieor or a department may provide copies of city records at no charge to 
~·ernmeflh1gencies doing businC5S--\;i,•ith the city, if the public records officer or 
Eiepartment determ-ffies-such action is in the best interests of the city. [Ord. 435 § 5, 2006; Ord. 47 
§ 7, 1995] 

2.35.0810 Deeision on requests PreeefluFe for re.,·iew of deeisien. Exemptions. 

A. The Act provides that a number of documents and information are exempt from public 
inspection and copying. These exemptions are found in RCW 42.56.210 through RCW 42.56.480. 
In addition to exemptions found in RCW 42.56, other statlltes outside of the Act may prohibit 
disclosure of specific information or records. 

~ecew.ffig-wr-or:.:ol-er written request to inspect or copy a public record the public records 
officer or the departmeflt::shall grant the request unless the public records officer or department 
determines that the-reeeri-requested may be exempt from diselos-ure in 'Nhole or in part or if the 
record is not immeffi.ate.l~ =-avai lable, iA-Y1hich case the public records officer or department shall 
request that the cnsteme1':-C-0mplete a v11·itten request fer public records form. The public records 
officer shall document a_:'equesl in writing when a customer deoljnes to fill out the request form . 

B. A department shal-Hrr mediateJy deliver a request for public records to the public records 
officer. 

~~l:..,.,t for records, the public records officer shall--d:eterm ine •whether the 
requested record i~~:)~'>y-l-aw--from inspection and copying in whole or in part. \Vithin five 
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business days of the date of receipt b . th 'tJ f . officer shall: ye c1 , o the vmtten request for a record, the public records 

1. Provide the record· or 

2. Acknowledge that the cit)· has recei· ·ed th . d . 
time the city will require to respond tov th . et equest an provide a reasonable estimate of the 

e rnquest· or 

3 · Deny the public record request. 

Add ' . I , n 1tlona1 time to respond to a request ma , b b cl 
request, to locate and assemble the inform{;tio: ;:::~s:;nt!h: ~~;~t:~ :larify the iatent o~the 
affected by the request or to determine "'hether an , • . o I :r . 41r persons or agen01es 
public records request is \±RClear the publi~ r . d Y o!the mfonnation requested is exempt. If a 
information the requester is seeking If the ·e:cor ts o~ ·i°er may ~sic the requester to clarify 'Nhat 
respond to the request. · 1 ues er ~l s to e!anfy the request, the city need not 

D. lf the public reeords officer detennines th t ~ d . 
available after deletion of exempt porti~fl~-O: aft:r :~u~1ent is exe~pt in ~art but can be made 
persona I privacy or vital governmental ieterests the J~e e~on of portlon~h10.h 'NO~d violate . 
exempt portions shall first be deleted rf th . bl' . q dest ~all be gtan!ed, provided, that such 
· · e pu ic 1eeor-s o-cer eleterm t d .. i.. 
m wl10Je or in part, a written statement eftl 'fi .~mesoeny tue request 
requester.le spee1 o ieasons for the demal shall be provideel to the 

e Ad . , · ' ,ecis1on by the public records office d · · · attorney. 8ucb re"ie"' shall be dee d r elny1ng mspeetton sball be reviewed by the city 
r " me comp ete at the end Of lhe seco d 'b . . el ~ 

the denial of inspection and shall constitute fi I 'ty .;nusmessay ~!lowing 
The requester shall be notified b , mail ea ?'. , action ~r ilie purposes ofjudicial revie>N. 
2006; Ord. 47 § 8, 1995] 7 of the de01s1on to grant or deny the request. [Ord. 435 § 6, 

2.35.~99 Diselesure prahibiteEI by ether statutes. 
The City shall not be required by this cha ter to e. . bl. . . . . 
to the exteatpublic disclosure of the reC:rd is :i-o~7~~t: .'c L~spect10e.an? copymg of any record 
federal statute or regillation including but not r .t ~: ~estneted or lumted by any state or 
State Criminal Records Privacy Act Cha t 131: ~;; hap.ter 10.97 RC'.l/ , the Washington 
justice or care agenciac; or Chapte/46 sf ;~w· I . r relati~g to r.~lease of records by juvenile 
vehicles. [Ord. 47 § 9, i 995] . .... •r re atrng to acc1Eieat r'orts and ~bandoned 

2.35.109 Admieistrati·1e rules. 
The city manag01· may issue rules for the implementation of this chapt~r. :[Ord. _4 7 § 10, 1995] 
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