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MANAGEMENT SUPPORT

Records Management

Records Management

The Pullman School District Board of Directors recognizes the necessity for a complete district wide
student/employee database information system and therefore authorizes the superintendent to enter into agreements
and contracts to purchase a student information system, equipment, networking and software to meet the operational
needs of the district within the K-12 education statewide network The Board shall review the record management
program as needed.

Secondary management systems may be needed for specialized student or other district records. The district shall
establish agreements and contracts with providers of these digital and web-based services such that confidentiality
and compliance with FERPA and HIPPA regulations are reasonably assured.

Property Records
Property and inventory records will be maintained on all land, buildings and personal property under the control of
the district (see Policy and Procedure 6801 and 6801P).

Maintenance and Destruction of Records

The district records officer shall ensure through the designated personnel the safekeeping and destruction of all
records according to the Washington State Records Retention Schedule Designated personnel shall report on the
appropriate form the disposal of records to the district records officer. The board shall be informed of records
disposal through the consent agenda.

Property Records
Property records and inventory records will be maintained on all land, buildings and other property under the control
of the district.

Property purchased in whole or in part with federal funds will be inventoried at least every two years. The inventory
will include the serial number of the item, its cost and the percentage of federal funds used to purchase it.

Definitions:

Value: Cost to replace

Capital Assets
Real Property: Land and buildings, improvements to land, easements, building improvements
Equipment and Durable Assets: Tangible and intangible assets with a value more than $300, that retain
shape and appearance with use, are nonexpendable (meaning if damaged or some of parts are lost or worn
out, repair may be more feasible than replacement), Do not lose identity when incorporated into a more

complex unit, Have a life expectancy of more than one year.

Small attractive items: Computers, printers, projectors, tools, or other electronic devices that are theft
sensitive, generally $300 or more in value

For inventory process see policy and procedures 6801 and 6801P Capital Assets/Theft-Sensitive Assets.
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Cross Reference:
Board Policy 3231
Board Policy 4040
Board Policy 6801
Board Policy 6955

Legal References:

RCW 40.14.010

Student Records

Public Access to School District Records
Capital Assets — Theft Sensitive Assets
Maintenance of Facilities Records

Definition and Classification of Public Records

RCW 42.56.070-080 Public Records Act — Documents and indexes to be made public; Facilities for copying — Availability of public records
Uniform administrative requirements for grants and cooperative agreements to state and local governments — Equipment

34 C.F.R. §80.32

School Districts and Educational Service Districts Records Retention Schedule Version 8.0 (November 2012)

Management Resources:

Policy News, February 2010

Policy News, April 2006 Fixed Assets

Policy News, April 2005 Records Retention Schedule Updated
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