
Public Records Act 

RCW 42.56,  SWSD Policy 4040 and Procedure 
4040P



As a public agency, SWSD, 
all employees and most of 
our information are bound 
by the Washington Public 

Records Act.



The State of Washington

In 1972, Voters approved 
the Public Disclosure Act 

(RCW 42.56)

“Sunshine Laws are crucial 
to ensuring government 

accountability and 
transparency.”

WA Office of the Attorney General



What is a public 
record?

A public record is 
information and data - 
regardless of physical 

format or characteristic - 
used, created or 

maintained in the conduct 
of government

(including all public 
agencies). 



The team
Answer the question, “Why are we the ones to solve the problem we identified?”

ALL EMAIL
All emails received and 

sent relating to the conduct 
of the school, regardless of 

where it is stored.

ALL HARD 
DRIVES SOCIAL MEDIA

Any documents created for 
school purposes 

regardless of where it is 
stored.

If you are commuting via 
social media regarding 

school events, any posting 
regardless if it originates 
from SWSD is a record

TEXT 
MESSAGES

If you use your personal 
devices for communicating 
SWSD business, those too 

are records subject to 
public disclosure.



FERPA Exceptions  
RCW 28a.605.030, FERPA 20 USC 1232g, 34 CFR 99

The Scope of the Public Records Act is broad, however 
FERPA protections exempt some school records from 

being disclosed.  
This information is redacted from the record:

- Student Records (name, birthdate, address, etc)
- Employee’s personal address and home telephone 

numbers
- Attorney-Client Privileged Records



Records Retention, Destruction & Archives
Show the audience you anticipated their questions. 

Leave room for Q&A, but use the Appendix as a way to show that you both 
thought about those questions and have solid answers with supporting 
information. Let the audience test their understanding of the problem and the 
solution you’ve outlined - questions give them a chance to talk themselves into 
your approach, and give you a chance to show mastery of the subject.



How records retention works...

Step 1
Determine what records 
you keep and what 
retention schedule 
applies to them

Step 2

Organize records by 
destruction dates, form 
on our website

Step 3
Shred records you don’t 
need to keep. The less 
records available, the 
less that need to be 
searched.



When there is a records 
request...

DO SEARCH! 
DON’T DELETE!



Records Request 
Process

1. Requests begin with the Public Records 
Coordinator (PRC)

2. Request forwarded to staff who we believe 
have the records 

3. If asked to search, please search through all 
digital and paper files for the records in 
questions

4. Send all records either digitally or in paper 
form to PRC

5. Complete the Declaration Form that you 
have searched your files and send the form 
to PRC

6. The PRC will review each and every record 
to confirm the records are part of the request 
and FERPA information is redacted

Requests

Review

Search



Most large penalties 
related to the Public 
Records Act are the 
result of inadequate 
initial efforts to provide 
the requested records.



No records may be 
destroyed after the request 

is received that are 
responsive to a public 

records request regardless 
of the retention schedules. 



Top Ten 
BEST PRACTICES



ALL South Whidbey 
School District 
Communication 
should be done via 
SWSD Google Email



Unsubscribe from 
junk mail and 
delete your SPAM 
folder regularly



Be Careful 
What You 

Write! 
Everything can 

become a 
public record.



Organize records by 
retention dates.



ONE COPY!!!
SWSD only needs to 

keep one copy for 
official retention. 

Determine who keeps 
the record. 



Destroy or archive 
records when the 
records retention 
schedule allows them 
to be destroyed or 
archived.



Communicate in Person 
or by Telephone.



Voice messages are 
public records. Keep 

them brief and change 
your greeting to request 
the messages be ONLY 

name and number.



If you receive a records 
request, forward to the 
PRC,promptly turn over 
the requested records 
and complete the 
declaration.



SWSD Values 
Transparency

The more information that is 
available online aids to our 

transparency.


