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Records Management and Retention

The executive director finance and business services or designee shall be the records officer for
the district. The district records officer shall oversee the records management program for the
district.

All site administrators shall be responsible for the safekeeping of records at their site in
accordance with the Local Government Common Records Retention Schedule (CORE) and the
Public Schools (K-12) Records Retention Schedule provided by the Office of the Secretary of
State, Washington State Archives (retention schedule).

Records may be destroyed when they have reached the end of their retention period as outlined
in the retention schedule. Before the records are destroyed, a Records Destruction Authorization
form shall be completed and forwarded to the district records officer for approval. When the
approved form is returned to the site administrator the records shall be destroyed by the methods
outlined in the retention schedule.

Cross references: Board Policy 6560 Records Management and Retention
Everett Public Schools Business Information Manual — SECTION 1.06 —
Records Management
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https://www.sos.wa.gov/_assets/archives/RecordsManagement/local-government-common-records-retention-schedule-core-v.4.2-(august-2021).pdf
https://www.sos.wa.gov/_assets/office/public-schools-(k-12)-records-retention-schedule-v.8.4-(april-2021).pdf
https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14221/1.06a%20Records%20Destruction%20Authorization.pdf
https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14221/1.06a%20Records%20Destruction%20Authorization.pdf
http://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-44115/6560%20Records%20Management%20and%20Retention.pdf
https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14338/1.06%20RecMgmt.pdf
https://docushare.everett.k12.wa.us/docushare/dsweb/Get/Document-14338/1.06%20RecMgmt.pdf

