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STATE OF WASHINGTON 
RECORDS

Any paper, photograph, film, sound recording, map 
drawing, machine-readable material or other document, 
regardless of physical form, made or received by the state 
in connection with the transaction of public business.  
(RCW 40.14.010) 

WSU is a state agency; therefore, WSU records are 
public records.

http://app.leg.wa.gov/RCW/default.aspx?cite=40.14.010


LEGAL REQUIREMENT

Public records may not be destroyed, microfilmed, or transferred 
to archives without authorization (which the retention schedules 
grant).

RCW 40.14 
(Preservation and Destruction 

Of Public Records)

http://app.leg.wa.gov/RCW/default.aspx?cite=40.14










STATE REQUIREMENT FOR 
ELECTRONIC RECORDS

• Electronic records must be retained in electronic format and 
remain usable, searchable, retrievable and authentic for the 
length of the designated retention period.

• Printing and retaining a hard copy is not a substitute for the 
electronic version.

WAC 434-662-040

https://app.leg.wa.gov/wac/default.aspx?cite=434-662-040
https://app.leg.wa.gov/wac/default.aspx?cite=434-662-040
https://app.leg.wa.gov/wac/default.aspx?cite=434-662-040
https://app.leg.wa.gov/wac/default.aspx?cite=434-662-040
https://app.leg.wa.gov/wac/default.aspx?cite=434-662-040


All records which are exempt from public disclosure in accordance 
with state law (RCW 42.56).

Includes personal information, FERPA-covered content, etc. EXCEPT 
for some scenarios regarding educational use, program funding, etc.

Students requesting their own education records go through the 
Registrar, not Public Records

CONFIDENTIAL RECORDS

http://app.leg.wa.gov/RCW/default.aspx?cite=42.56


STUDENT EDUCATIONAL  
RECORDS

Does not cover:

• Records created by the police department

• Records relating to capacity as an employee 

• “Self-reference” materials created by instructors and 
administrators

Students can waive the confidentiality for applications and 
other purposes. 

See UPPM 90.06 Release of Student Education Records

https://policies.wsu.edu/prf/index/manuals/business-policies-and-procedures-manual/bppm-90-06/


AFTER JAN. 1, 1975

Students may review and receive copies of 
recommendations, evaluations, and 
comments concerning themselves, 
regardless of format or consent of the 
author.  



DEPT. RECORDS COORDINATOR

• Liaison with Records Officer (PRF)

• Notifies Records Officer (PRF) of changes in office records.

• Files and refers to records retention schedules.

• Applies retention standards to records.

• Ensures that department personnel apply retention standards 
to records held in their files and computers.



NEED MORE INFORMATION?

Contact Policies, Records, and Forms

Email:  policies@wsu.edu

Visit the Washington Secretary of State website at:    
sos.wa.gov/archives/

mailto:policies@wsu.edu
https://www.sos.wa.gov/archives/
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