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132H-169-010WAC 132H-169-010  Title. This chapter shall be known 
as access to public records at Bellevue Community College.
[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-010, 
filed 4/30/99, effective 5/31/99.]

132H-169-020WAC 132H-169-020  Purpose. The purpose of this 
chapter is to ensure compliance with the provisions of the 
Washington state public disclosure laws (RCW 42.17.250 ff.) 
governing access to public records, while at the same time 
preserving the right to privacy for college students and 
employees and minimizing disruption to the operation of col-
lege programs and services.
[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-020, 
filed 4/30/99, effective 5/31/99.]

132H-169-030WAC 132H-169-030  Definitions. (1) "Public record" 
as defined by RCW 42.17.020(36) means "any writing con-
taining information relating to the conduct of government or 
the performance of any governmental or proprietary function 
prepared, owned, used, or retained by any state or local 
agency regardless of physical form or characteristics." All 
public records of Bellevue Community College, Community 
College District VIII, are considered to be available for pub-
lic access except as exempted or limited by WAC 132H-169-
070.

(2) "Writing" as defined by RCW 42.17.020(42) 
includes all means of recording any form of communication 
or representation, including documents, pictures, computer 
tapes or disks, and sound recordings.
[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-030, 
filed 4/30/99, effective 5/31/99.]

132H-169-040WAC 132H-169-040  Requests for access. Requests for 
access to and/or copies of public records maintained at Bel-
levue Community College shall be made in writing to the 
Vice President for Administrative Services, 3000 Lander-
holm Circle SE, Bellevue, Washington, 98007. Requesters 
should submit form BCC 010-072, "Request for Public 

Records," or write a letter to the vice president for adminis-
trative services which:

(1) Provides the requester's name, full mailing address, 
and telephone number;

(2) States whether the requester is representing him/her-
self or is representing an agency or company, and if so, gives 
the agency or company name;

(3) For records concerning a past or present Bellevue 
Community College student, provides the name, student 
identification number, and last date of attendance (if known) 
of that student;

(4) For records concerning a past or present Bellevue 
Community College employee, provides the name, job title 
or department, and last date of employment (if known) of that 
employee;

(5) Provides a specific and detailed description of the 
record being requested;

(6) States whether the requester wishes only to examine 
the record and will come to the college to do so or, instead, 
wishes to obtain a copy of the record;

(7) Certifies that the requester
(a) Will not use the information obtained through the 

request for public records for commercial purposes,
(b) Has read and understood chapter 132H-169 WAC, 

and
(c) Agrees to return the record in its original condition if 

the requester examines the record on campus or to pay the 
cost of having the copy made.
[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-040, 
filed 4/30/99, effective 5/31/99.]

132H-169-050

WAC 132H-169-050  Response to requests. (1) The 
vice president for administrative services or his/her designee 
will respond to the request within five business days after 
receiving it.

(2) Depending on the nature of the request and of the 
record concerned, the vice president for administrative ser-
vices will respond in one of the following ways:

(a) Make the record available or provide a copy as 
requested;

(b) State that the record as described does not exist at 
Bellevue Community College at this time;

(c) Acknowledge the request and ask for additional 
descriptive information, in cases where the description pro-
vided is incomplete or unclear;

(d) Acknowledge the request and state a date by which 
the record(s) will be provided, for example in cases where the 
request is for large numbers of documents or records in out-
of-the-ordinary formats, or when the request has been made 
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at peak periods such as registration or the first week of 
instruction;

(e) Deny the request in whole or in part and indicate the 
specific reason for the denial.
[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-050, 
filed 4/30/99, effective 5/31/99.]

132H-169-060WAC 132H-169-060  Appeal after request is denied.
If a request for access to public records is submitted accord-
ing to WAC 132H-169-040 and is denied, the college is 
required to conduct an internal review of the denial and the 
requester has the right to appeal the decision to deny access. 
The requester should address his/her reason for appeal in 
writing to the college president who, after consulting with the 
vice president for administrative services, other college 
administrators, and legal counsel as appropriate, shall 
respond in writing within five business days after receiving 
the appeal. The president's decision is considered final.
[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-060, 
filed 4/30/99, effective 5/31/99.]

132H-169-070WAC 132H-169-070  Exemptions and limitations. (1) 
Certain public records are exempt from public access accord-
ing to RCW 42.17.310. Access to these records will not be 
granted unless the vice president for administrative services 
determines that disclosure would not affect any vital govern-
mental interest. If the interest can be protected by deletion of 
personal references, access shall be granted following dele-
tion of such material, and a reasonable time shall be allowed 
for deleting the material.

(2) Student educational records are available only in 
accordance with the federal Family Educational Rights and 
Privacy Act of 1974 (20 U.S.C. 1232g), which establishes 
that the education records of students attending or having 
attended the college are confidential and can be released only 
with written permission of the student.

(3) Records concerning applicants to and employees of 
Bellevue Community College are available only to such fac-
ulty and staff members, including supervisory personnel, 
who must have access to certain records in order to carry out 
the business of the college. The only information contained in 
an individual's employee file which shall be available for 
public inspection shall be the name, status, salary, and teach-
ing duties of the employee. The employee, however, shall 
have full access to his/her personnel file as provided by the 
pertinent bargaining unit agreement.
[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-070, 
filed 4/30/99, effective 5/31/99.]

132H-169-080WAC 132H-169-080  Notification of affected persons.
If the requested record is not exempt from release under 
WAC 132H-169-070 and contains information which could 
identify an individual or agency, Bellevue Community Col-
lege may notify the individual or agency thus identified that 
release of the record has been requested. In such cases the 
college's initial response to the request under WAC 132H-
169-050 (2)(d) will allow a reasonable time for the identified 
individual or agency to seek court protection from release of 
the record.
[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-080, 
filed 4/30/99, effective 5/31/99.]

132H-169-090

WAC 132H-169-090  Protest concerning access. Any 
student, employee, or applicant who believes that a record 
has been or is about to be released and who believes that 
his/her right to privacy will be infringed by public inspection 
of the record may file a protest with the vice president for 
administrative services, who will review the initial request 
and the protest. If the vice president for administrative ser-
vices determines that access to the record should then be 
denied, he/she shall take appropriate and timely action, 
including a request for an injunction if justified.

[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-090, 
filed 4/30/99, effective 5/31/99.]

132H-169-100

WAC 132H-169-100  Requests for review only. A 
requester may choose to review the public record in person. 
In this case, a mutually agreeable time and place will be 
arranged, during normal business hours on the college cam-
pus. The requester is expected to handle the materials care-
fully and return them undamaged and in order. In certain 
instances, at the discretion of the vice president for adminis-
trative services, a staff member must be present as the 
requester reviews the materials.

[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-100, 
filed 4/30/99, effective 5/31/99.]

132H-169-110

WAC 132H-169-110  Requests for copies. A requester 
may choose to ask for a copy of the public record. In this 
case, the requester shall reimburse Bellevue Community Col-
lege for the cost of reproducing the record before receiving 
the record. In certain instances, at the discretion of the vice 
president for administrative services, the reproduction charge 
may be waived.

[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-110, 
filed 4/30/99, effective 5/31/99.]

132H-169-120

WAC 132H-169-120  No obligation to create records.
Public records are generally available for public review, 
except as exempted or limited under WAC 132H-169-070, 
but Bellevue Community College is under no obligation to 
gather data or organize information to create a record which 
does not exist at the time of the request.

[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-120, 
filed 4/30/99, effective 5/31/99.]

132H-169-130

WAC 132H-169-130  Sanctions. (1) If a person who has 
been given access to public records destroys, mutilates, or 
fails to return the records, or returns them in an unreasonably 
disorganized fashion, or uses them for commercial purposes, 
then the president may order that that person be denied fur-
ther access to public records at Bellevue Community College. 
Any person wishing to contest such an order may request a 
hearing before the president or his/her designee concerning 
the charges.

(2) If a student or employee of Bellevue Community 
College destroys, mutilates, or fails to return the records, or 
returns them in an unreasonably disorganized fashion, or uses 
them for commercial purposes, then that student or employee 
may be denied further access to public records at Bellevue 
Community College and may also be subject to disciplinary 
proceedings under the student code of rights and responsibil-
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ities or under the relevant rules of the Community College 
District VIII concerning faculty and staff.
[Statutory Authority: RCW 28B.50.140. WSR 99-10-045, § 132H-169-130, 
filed 4/30/99, effective 5/31/99.]
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