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Records Update
Student Records

·  Roll Slips are kept in the school permanently
· Permanent Record Cards/Standardized Testing Card  follow students going to Catholic Schools; cards of  students going to public school are kept in storage  permanently  (copies may be sent to public school).
· Permanent Record Cards need to be checked by the principal every year to assure that all information is filled in including updating of sacrament information
· Iowa testing information should be destroyed when the student graduates from secondary school
· Health Records are to follow the student to their next school

· Absentee Notes should be held for the current school year
· ILA and Math Portfolios should follow the student (Grades 1-7) to their next school; only send to the high school if they are requested

Other Forms

(   Act 90/195  information keep for seven years 


(   Minutes of Faculty Meetings keep for one year after the term of the

· Middle State Self-Study and Report of Visiting Team Keep permanently 

· Make sure the Education Office has the most current one


(   Reports from the Office of Catholic Education Visitation Keep five years


(   Building and Asbestos Report Permanently

· Lead Report Permanently


· Iowa testing information should be destroyed when the student graduates from secondary school
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