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This is not an inclusive list

Call the district office if you have questions

Record Cards - name, grade, attendance, courses taken, standardized test scores.

Health Cards

Legal Records

Home Language Survey

Other as it applies to the individual student

Photographs

O Tests (mental and physical)

O Application for admission

o Immunization records

O General correspondence to/from parents/guardian and school personnel
ο

Special medical reports (if the student is physically impaired)
O Guidance counseling records

• Legal documents verifying birthdate and name changes

The separation date is always included whether by graduation, withdrawal or expulsion.

Individual Record Sheets - cumulative record of each student's achievements while attending

school in the district.

• Includes name of high school, county, pupil's name, residence, name of

superintendent, school term, subjects taken each year, grades, total credits for the

year, student's address, place of birth, date of birth, family physician, name of parent

or guardian, occupation, race, school previously attended, physical record, personal
characteristics, attendance, extra activities, and remarks.

Student Discipline, Suspension, and Expulsion

O Records documentation of inappropriate student behavior and corrective actions

taken.

Student Truancy Records

O Records created to document student's excessive absences and action taken to correct

the problem. Keep until the student reaches age of majority, then destroy.
ROTC Records

o Summarize military history/citizenship training and other items pertaining to the

ROTC Program. Retain 5 years after student's separation from school.

High School League Student Eligibility Files (If Applicable)

All other type records keep one year after separation from the school/district then destroy








