S n S Public Employment Relations Commission Records Retention Schedule

Office of the Secretary of State Version 1.0 (March 2014)
Washington State Archives

This schedule applies to: Public Employment Relations Commission

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of the public records of the Public Employment Relations Commission relating to the unique
functions of preventing or minimizing disruptions to public services by the resolution of labor-management disputes. The schedule is to be used in conjunction
with the State Government General Records Retention Schedule (SGGRRS), which authorizes the destruction/transfer of public records common to all state
agencies.

Disposition of public records

Public records covered by records series within this records retention schedule (regardless of format) must be retained for the minimum retention period as
specified in this schedule. Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for the
efficient and effective management of state resources.

Public records designated as “Archival (Permanent Retention)” must not be destroyed. Records designated as “Archival (Appraisal Required)” must be appraised
by the Washington State Archives before disposition. Public records must not be destroyed if they are subject to ongoing or reasonably anticipated litigation. Such
public records must be managed in accordance with the agency’s policies and procedures for legal holds. Public records must not be destroyed if they are subject
to an existing public records request in accordance with chapter 42.56 RCW. Such public records must be managed in accordance with the agency’s policies and
procedures for public records request.

Revocation of previously issued records retention schedules

All previously issued records retention schedules to the Public Employment Relations Commission (and its predecessor agencies, including the formerly separate
Marine Employees Commission) are revoked. The Public Employment Relations Commission must ensure that the retention and disposition of public records is in
accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved by the State Records Committee in accordance with RCW 40.14.050 on March 5, 2014.

Signature on File Signature on File Signature on File Signature on File
For the State Auditor: For the Attorney General: For the Office of Financial Management: The State Archivist:
Cindy Evans Matt Kernutt Kathy Cody Steve Excell
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REVISION HISTORY

Version Date of Approval Extent of Revision

1.0 March 5, 2014 Consolidation and revision of all existing records retention schedules.

For assistance and advice in applying this records retention schedule,
please contact the Public Employment Relations Commission’s Records Officer
or Washington State Archives at:

recordsmanagement@sos.wa.gov
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1. LABOR DISPUTE RESOLUTION

The function of the administration and the oversight of labor disputes through formal hearing processes or mediation by the Public Employment Relations
Commission. See the State Government General Records Retention Schedule (SGGRRS) for other records relating to the operations of the agency.

3:3':_3;';"?\'(\' DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
14-03-68504 | Dispute Resolution Panel Memberships Retain for 6 years after NON-ARCHIVAL
Rev.0 Records relating to applications for membership to serve on the Dispute Resolution Panel member separates from NON-ESSENTIAL
administered by the Commission. panel OFM
Includes, but is not limited to: then
e Applications; Destroy.
e Acceptance documentation;
e Requests for inactive status.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
81-06-27825 | Labor Relations Cases Retain for 20 years after NON-ARCHIVAL
Rev. 5 Records relating to of labor relation disputes, complaints and requests filed with the decision and exhaustion of ESSENTIAL

Commission including Arbitration (“A” cases), Declaratory Orders (“D” cases), Fact-Finding | appeals OPR

(“F” cases), Interest Arbitration (“I” cases), Non-Association (“N” cases), Representation then

Cases (“E” cases), and Unit Clarification (“C” cases) or other dispute cases. Destroy.

Includes, but is not limited to:
e Requests and complaints filed;
e Notices of hearings (if held);
e Mediations and appeals;
e Dispute documentation, exhibits, evidence and testimony;

Excludes final orders/decisions/resolutions covered by Labor Relations Cases — Final

Resolution/Conclusion of Law (DAN 81-06-27823).

Note: Includes cases filed by the Department of Personnel and the Marine Employees

Commission prior to their statutory inclusion under the Public Employment Relations

Commission.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(IEII\'II'T(I)?\INAA(‘ZI'\:':;N DESIGNATION
NUMBER (DAN)
81-06-27823 | Labor Relations Cases — Final Resolution/Conclusion of Law Retain for 15 years after ARCHIVAL
Rev. 1 Final resolutions, findings of fact and conclusions of law for labor relation dispute cases final determination made (Pemg’seg:\l':_elf::m")
filed with the Commission including Arbitration (“A” cases), Declaratory Orders (“D” then OPR
cases), Fact-Finding (“F” cases), Interest Arbitration (“I” cases), Non-Association (“N” Transfer to Washington
cases), Representation Cases (“E” cases), and Unit Clarification (“C” cases) or other dispute | state Archives for
cases. permanent retention.
Includes, but is not limited to:
e Final decisions, orders, and resolutions.
Excludes records covered by Labor Relations Cases (DAN 81-06-27825).
Note: Includes cases filed by the Department of Personnel and the Marine Employees
Commission prior to their statutory inclusion under the Public Employment Relations
Commission.
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GLOSSARY

Appraisal
The process of determining the value and disposition of records based on their current administrative, legal, and fiscal use; their evidential and
informational or research value; and their relationship to other records.

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual basis.

Public records will be evaluated, sampled, and weeded according to archival principles by archivists from Washington State Archives (WSA). Records not selected
for retention by WSA may be disposed of after appraisal.

Archival (Permanent Retention)
Public records which possess enduring legal and/or historic value and must not be destroyed. State government agencies must transfer these records
to Washington State Archives (WSA) at the end of the minimum retention period.

WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention”) other than the
removal of duplicates.

Disposition
Actions taken with records when they are no longer required to be retained by the agency.
Possible disposition actions include transfer to Washington State Archives and destruction.

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the State Records Committee.
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Essential Records
Public records that state government agencies must have in order to maintain or resume business continuity following a disaster. While the retention
requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its core functions
following a disaster.
Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with Chapter 40.10 RCW. Copies
of master indexes, lists, registers, tracking systems, databases and other finding aids should also be transferred with the records.

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”. Agencies must retain these records for the minimum
retention period specified by the appropriate, current records retention schedule.
Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records
requests, or other purposes required by law.

Non-Essential Records
Public records which are not required in order for an agency to resume its core functions following a disaster, as described in Chapter 40.10 RCW.

OFM (Office Files and Memoranda)
Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(2) “Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed forms, or documents not above defined and classified as

official public records; duplicate copies of official public records filed with any agency of the state of Washington; documents and reports made for the internal
administration of the office to which they pertain but not required by law to be filed or kept with such agency; and other documents or records as determined by the
records committee to be office files and memoranda.”

OPR (Official Public Records)
Public records which have been designated as “Official Public Records” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(1) “Official public records shall include all original vouchers, receipts, and other documents necessary to isolate and prove the validity of every transaction relating to the
receipt, use, and disposition of all public property and public income from all sources whatsoever; all agreements and contracts to which the state of Washington or any
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agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency thereof; all records or documents

required by law to be filed with or kept by any agency of the state of Washington; ... and all other documents or records determined by the records committee... to be
official public records.”

Public Records
RCW 40.14.010 — Definition and classification of public records.
“... The term "public records" shall include any paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,
machine-readable material, compact disc meeting current industry I1SO specifications, or other document, regardless of physical form or characteristics, and

including such copies thereof, that have been made by or received by any agency of the state of Washington in connection with the transaction of public
business...”

Records Series

A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred or destroyed as a unit. A records
series may consist of a single type of form or a number of different types of documents that are filed together to document a specific function.

State Records Committee
The committee established by RCW 40.14.050 to review and approve disposition of state government records.

Its four members include the State Archivist and one representative each from the Office of the Attorney General, Office of the State Auditor, and the Office of
Financial Management.
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INDEXES ARCHIVAL RECORDS

See the State Government General Records Retention Schedule for additional “Archival” records.

LABOR DISPUTE RESOLUTIONS
Labor Relations Cases — FiNal RESOIUTION/CONCIUSION OF LAW ....iiiecuuriieieeiieiiirieeeeeeeeseeietteeeeseseestaeeeeessesasssasetesesssasasasstesesssesassatesesssesanssssseesssssasssasseeeesssanssssasesesssensasseesesssenssssseesesssenans 6

INDEX: ESSENTIAL RECORDS

See the State Government General Records Retention Schedule for additional “Essential” records.

LABOR DISPUTE RESOLUTION
(=] oJo L gl 2] = 11 Lo) T = 1Y T TP UUPTN 5
Labor Relations Cases — FiNal RESOIUTION/CONCIUSIONS OF LAW .....c.uuiiiiiuiiiiieiiie i iteie e ettt e e sttt e s st eeebeeeeseaaeeessabeeesesaaesesabaeeessabeeesansaesesasaseessabesesesseesesasaeeessabeeeesstesssnaaeessnbeeeesnsensssnnbenas 6

INDEX: DISPOSITION AUTHORITY NUMBERS (DANS)

14-03-68504........ccvvvvviiiiiiiiicinen, 4 81-06-27823.....ccuvviiiiiiiiiiiieiieeee 6 81-06-27825......ueviviiiiiiiiiiiiiiies 5

INDEX TO: ARCHIVAL /
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INDEX: SUBJECTS

Note: The use in this index of SGGRRS refers to the State Government General Records Retention Schedule.

A
APPEAIS ..o 4
applications

dispute resolution panel membership ................. 4
arbitration (A CaSeSs).....ccceeveerireeeiieeireeeiee e 4
asset management......cccccvvveeeeeeeeeeeeeeeeenens see SGGRRS
QUAILS cvveiiieeie e see also SGGRRS
B
board

agendas/meetings/minutes ................ see SGGRRS
budgeting.....cccceeeeeviiiiieee s see SGGRRS
C
COMPIAINTS..eeiiiiiieeeiee e see SGGRRS
CONEraCTS ceieeieee e see SGGRRS
D
declaratory orders (D CaS€es) ......ccevuureerrireeecrveeeennnnn. 4
dispute resolution panel membership...................... 4

E

executive level records ........cccceeeeivieeenns see SGGRRS
exhibits/evidence........cvevveeeee e 4
F

facilities . ..coeceeeceee e, see SGGRRS
fact finding (F CaseS) ccvvveveeieeeciiee e 4
financial records.........coceeeeviiieciieeciiiene, see SGGRRS
G

BrANTS ovviiiiiii see SGGRRS
ErIEVANCES ..vvvvvieieiiiiiiiiiiiiiiiiaaaes see SGGRRS
H

human resources management............... see SGGRRS
I

information systems .........cccccvveeiiieinnnns see SGGRRS
interest arbitration (1 cases).....cccccceeeveevvveeeeeeeiecinnnees 4

L

labor relations Cases .......cccceceveeeecieee e, 4
leaVe. ..o see SGGRRS
legal files ....ooueeeieiiiieeeeeee e see SGGRRS
legislation.......ccoceeriieniienieee see SGGRRS
M

MAil SEIVICES..uvviiiieiiiiiieee et see SGGRRS
MEAIAtIONS ..vvvveeeieeiiirieee et 4
MEETINGS ..vveeerieieeeiee e see SGGRRS
membership (dispute resolution panel) ................... 4
motor vehicles .......ccoovveeeiiiiiiiiiee s see SGGRRS
N

non-association (N Cases) .....ccceveeevveeeeecrveeeeeiveeeeennnen. 4
notices of hearings....cccccvvvvecceee i, 4
P

PAYIOIl e see SGGRRS
policies/procedures ........cccceeeveeerveecreenne. see SGGRRS
public disclosure .......cccoceevevviieeeciiee e, see SGGRRS

INDEX TO:
SUBJECTS
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public records requests..........ccceevveeenneen. see SGGRRS
publications.......cccccevvveveiiee i, see SGGRRS
R

records management........ccccccvvveeeeeeeinnnns see SGGRRS
representation (E Cases) ......cccceevcvveeeeirieeeccineeeennenn. 4
risk management ........ccoceeeeciieeeeciee e, see SGGRRS
rulemaking .....cccceeeevveeeeciiee e, see SGGRRS

S

SECUNITY . eeeiiieiiiiitee et e e see SGGRRS
T

telecommunications ......ccceveeeveeiieinnnennnn. see SGGRRS
TESTIMONY 1ottt 4
HIMESNEELS wuvvveeeeeie e see SGGRRS
TrAINING .eeeiiiee e see SGGRRS

transitory records .......cccceeeeveeercveeesennennn, see SGGRRS
TraVel oo see SGGRRS
U
unit clarification (C cases) .....cccceevveeeeecrveeeecieee e, 4
\Y
vehicle management.......ccocceeveeniiienieene see SGGRRS

INDEX TO:
SUBJECTS
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