HOW TO TAKE ONLINE OPEN GOVERNMENT TRAINING 
THROUGH THE WASHINGTON STATE ATTORNEY GENERAL’S OFFICE WEB PAGE
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STEPS

1. Click here to access the “Washington State Attorney General’s Office Open Government Training Web Page.” 
2. Scroll down to the “Open Government Training Curriculum.”
3. Select the training lesson(s) you need to take.  In sum, within 90 days of appointment/taking office and at intervals of no more than 4 years thereafter:

· Members of multimember governing bodies need to take open public meetings training.  (Lesson 3).  The members of governing bodies who are elected local or statewide officials must also take basic records training.  (Lessons 2 & 4).
· Other elected local and elected statewide officials must take basic records training.  (Lessons 2 & 4).
· Records officers must take basic and supplemental records training.  (Lessons 2, 4 & 5).
· Although not required, other public officials and public employees can take any of the trainings as well. For example, Lesson 1 is a general overview of sunshine laws which may be useful for many agency employees or officials. Lessons 2 – 5 may also be of interest to or useful for other agency staff or officials, or useful for other agency training needs. 

4. View the online training lesson(s).
5. When you are done, and as last step, it is recommended that you document the training you received.  

More details below and on the next page.
MEMBERS OF GOVERNING BODIES & 
ELECTED LOCAL AND ELECTED STATEWIDE OFFICIALS
► If you need open meetings training (RCW 42.30.205): [image: C:\Users\NancyK1\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\YOBFUXAW\MC900174351[1].wmf]

Watch the Open Public Meetings Act (RCW 42.30) Lesson 3 video* (16 minutes) or review the PowerPoint/PDF below the video.    

► If you need records training (RCW 42.56.150): [image: C:\Users\NancyK1\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\YOBFUXAW\MC900432606[1].png][image: Image result for computer]

Watch the Public Records Act Basics (RCW 42.56) Lesson 2 video* (30 minutes) or review the PowerPoint/PDF below the video.   

+ And

Watch the Records Retention and Management Basics (RCW 40.14) Lesson 4 webinar video (39 minutes), linked in the lesson.  The video is “A Primer for Public Records,” provided by the Washington Secretary of State - State Archives.  

► Last step:  If you want to document the training (recommended): [image: C:\Users\NancyK1\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\ELIY7EI0\MC900434825[1].png]

You can use the sample certificate under “Last Step” at the bottom of the AGO Open Government Training Web Page.  Fill it out and give it to your agency.  Alternatively, your agency may have other methods to document training.  

For more training information, see RCW 42.30.205, RCW 42.56.150, RCW 42.56.152;  Q & A, &  2017 Supplement to Q & A.  If you want more information generally on open government, see the “Other Resources” and other materials linked on the Open Government Training Web Page.  
* Note:  AGO videos are accessible through YouTube.                                                                                               March 2019


RECORDS OFFICERS

RCW 42.56.152: 

(1) Public records officers designated under RCW 42.56.580 and records officers designated under RCW 40.14.040 must complete a training course regarding the provisions of this chapter [RCW 42.56], and also chapter 40.14 RCW for records retention.
(2) Public records officers must:
(a) Complete training no later than ninety days after assuming responsibilities as a public records officer or records manager; and (b) Complete refresher training at intervals of no more than four years as long as they maintain the designation.
(3) Training must be consistent with the attorney general's model rules for compliance with the public records act.
(4) Training may be completed remotely with technology including but not limited to internet-based training.
(5) Training must address particular issues related to the retention, production, and disclosure of electronic documents, including updating and improving technology information services.


► First step:  Take basic records training (Lessons 2 & 4).  

Lesson 2 – Public Records Act Basics (RCW 42.56):  [image: C:\Users\NancyK1\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\YOBFUXAW\MC900432606[1].png][image: Image result for computer]

· Review the video* (30 minutes).
· You are also encouraged to review the PowerPoint/PDF under the video.  
· You are also encouraged to look at any of the “Other Resources” materials linked under Lesson 2 that may be relevant to your agency’s records or your training needs.   For example, legislative updates and PRA Model Rules are linked under “Other Resources.”

Lesson 4 – Records Retention and Management Basics (RCW 40.14): 

· Review the video* (39 minutes) linked in the lesson.  The video is “A Primer for Public Records,” provided by the Washington Secretary of State - State Archives.  
· You are also encouraged to look at any of the other records management/training materials and resources on the website of the Washington Secretary of State – State Archives that may be relevant to your agency’s records or your training needs. Here is that website.  See also “Other Resources.” 


►Second step: Take training on retention, production and disclosure of electronic   documents, and updating and improving technology information services (Lesson 5 + Review Other Materials as Needed). 

Lesson 5 -- Supplemental Public Records Act Training (RCW 42.56): 

· Review the video* on electronic records (29 minutes) 
· Review the video* on exemptions (28 minutes) 

+ Other Materials -- Review additional materials/trainings on the AGO website (RCW 42.56) and/or the State Archives records management website (RCW 40.14) with respect to management and retention of electronic documents, and updating and improving technology information services, for topics relevant to your agency’s records or your training needs.  Additional materials are under “Other Resources.”
► Last step:  If you want to document the training (recommended): [image: C:\Users\NancyK1\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\ELIY7EI0\MC900434825[1].png]

You can use the sample certificate under “Last Step” at the bottom of the AGO Open Government Training Web Page.  Fill it out and give it to your agency.  Alternatively, your agency may have other methods to document training.  

For more training information, see RCW 42.30.205, RCW 42.56.150, RCW 42.56.152;  Q & A, &  2017 Supplement to Q & A.  If you want more information generally on open government, see the “Other Resources” and other materials linked on the Open Government Training Web Page.  

*Note:  AGO videos are accessible through YouTube.                                                                                                March 2019
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