

CONTENTS OF PERMANENT RECORD (Cumulative File)

THE FOLLOWING ITEMS ARE REQUIRED TO BE IN THE CUM FOLDER IN THIS SPECIFIED ORDER:

1. Final Transcript/Test Score for Middle Schools or High Schools and 
a. Elementary:  Final report card sticker is on front or back of file. (not on inside)
b. High schools: if a student enters high school, then place the middle school transcript down with the Grades and test score section. 
2. Withdrawal or No Show Students: the following documentation MUST be in the file. EACH File will have one or the Other
a. Withdrawal Records: keep all documentation stapled together as one unit
i. Withdrawal form
ii. Transcript
iii. Test scores
iv. Enrollment Verification 
v. PID Search documentation - only for Secondary schools – will have either PID or Enrollment Verification 
vi. Request for Records – TREx print out or Fax Request.

b. No Show Records: keep all documentation stapled together as one unit
i. Leaver form

ii. Transcript
iii. Test Scores
iv. Enrollment Verification 
v. PID print out - only for Secondary schools – will have either PID or Enrollment Verification 
vi. Request for Records – TREx print out or Fax Request
NOTE: High Schools: if a student comes into from the middle school and is a No Show: fill out the Leaver form and use the middle transcript/test scores for lines 2 and 3 above. 
3. Signed Registration Form – All old registration cards should be kept in the folder. Do not discard any. You do not have to print off new electronic cards to put in file. 

4. Food Allergy forms: only applies if a student qualifies for a “LIFE THREATENING” Allergy. 
a. Parent Statement for Food Allergies

b. Checklist for Student with Life-Threatening Allergies

If the student does not have a Life Threatening allergy, it is not necessary to keep the Parent Statement for Food Allergy form. If the student does have a “Life Threatening” food allergy, then both forms will be printed off by the Nurse and will need to be placed in the folder.
5. Grades – Pre-K and Kindergarten report cards should be put in the file. Never discard these report cards.  Elementary – stickers must be attached on the front or back of the CUM Folder for elementary.  High Schools: place the copy of the Final Transcript for Middle School here as long as it is not needed for the No Show Leaver packet. 
6. Test Scores (Otis Lennon, TAKS, Stanford, Redistip etc.)  Elementary - Stickers should be placed on the inside of CUM folder. Middle Schools and High Schools – stickers should be placed on the Scholastic Card Board. If stickers are not available, then leave the Individual Score sheet in the file. Otherwise, do not put the Individual Score sheet in the file.  

7. Social Security card
8. Birth Certificate
9. Student Ethnicity & Race Data Questionnaire – now online. Leave in the file if it is in there. 
10. Proof of residency & Provisional Enrollment: Only keep the most current Proof of residency. Any old copies can be discarded. 
11. Fitnessgram Fitness Test: 
 
- Elementary – keep 3rd, 4th, & 5th in the CUM file. When the file is cleaned 
               at the end of the 5th grade year, remove the 3rd & 4th ONLY.  LEAVE THE 
               5th GRADE in file. (the 3rd & 4th grade may be sent for shredding)
             - Middle School: keep the 6th, 7th & 8th grade in the CUM file. When the file 
                is cleaned out at the end of the year, ONLY LEAVE THE 8th GRADE in       
                the File.  (the 6th & 7th may be sent for shredding) 
             - High School: keep all years in the file until 12th grade. When student 
                graduates, ONLY KEEP THE 12th Grade in the file.  (Shred the others)
12. Home Language Survey – Needs to be the last document in file. All students enrolled in the district should have a HLS. If student has an LPAC file, leave the HLS form in the LPAC. Only keep the original Home Language Survey that was filled out when the student first enrolled in the district. In addition, KEEP any out-of- district HLS if it has an earlier date than C-FB. Do NOT DISCARD C-FB’s.
IF APPLICABLE, THE FOLLOWING ITEMS ARE REQUIRED TO BE IN THE CUM FOLDER 
· Old Withdrawal/Leaver Documentation – if a student has been in the district and left, then all supporting documentation will need to be kept. 
· Section 504 and Special Education Form – For all qualified 504 students – a single sheet indicating “The Student Qualified for 504 Services” should be placed in the CUM Folder.
· Gifted & Talented Screening Form – Gold copy form. 
· Legal documents – Guardian, managing conservator, legal custodian documents, divorce decree or legal name changes, etc. This includes the “The Conscientious Objector” form (Vaccination Exemption Affidavit) - this is a legal document from the parent stating they do not want their child to have Booster shots. If there is a Protective Order in the file and has expired, you may shred it. 
· For the Vaccination Exemption form, when the parent brings in the form, the school is required to keep the Original in the Cumulative file. If Parent wants a copy, make a copy to give to the parent.
· If the student leaves the district and is staying in State, the parent has the right to request that the Original form be returned per the State.  Make a copy and write “Per the request of the Parent, the Original form was returned to parent on (Date)”. Place the copy in the Cumulative file. 
· Request to Remain forms:  Originals are to remain in the CUM. 
· Records from another District: supporting documentation from another school district for student transferring into the CFBISD district such as grades, testing, etc. Leave the packet intact. DO NOT take their records and disperse it throughout our file. The only thing you should remove is any medical information and give it to the nurse. If the forwarding school sends information that is not really part of the documentation that the District requires to enroll a new student, you are welcome to shred the records. 
· LPAC Folder – If a language other than English is indicated the student must have an LPAC even if he/she is not LEP. The Oral Proficiency scoring sheet MUST be included plus other pertinent LPAC documentation: Yearly LPAC form, exemption forms & TELPAS documents. LPAC folder color: Elementary – Blue, Middle School – Yellow, and High School – Green. You are not required to clean out the LPAC. Just place inside the back of the cumulative file. 
· Red Student Success Initiative Folder – Any third, fifth or eighth grade student who did not meet Standard Expectations on the TAKS test. Folders should be sent at the beginning of the year to the feeder school. 
· Military Connected
· Foster Care form - It is only for those who qualify.  For Foster Care, make a copy of the paperwork listed on the Acceptable Documentation list that the parents bring in showing that a student is a foster child. 
DO NOT INCLUDE THE FOLLOWING DOCUMENTS IN THE CUM FOLDER
1.
Samples of Student’s Work (i.e. artwork, writing, Literacy Folder)


(Literacy Folder should be sent separately to the middle school.)
2.
Discipline Records
3.
Any “Subjective Comments”
4.
Test Booklets, Profiles

5.
Special Education information (All Special Education information is sent to the Special Education Department)
6.
504 Documentation - All supporting documents are kept in a manila folder in a different location with the building 504 Coordinator.
7. 
Reading Logs
8.
Migrant Forms aka Family Survey form: The Migrant form should be kept in a binder in the office. The box should be sent over to the Records Center at the end of the school Year. Forward a copy to the Migrant designee if any of the responses indicate “YES”.


9. 
School Pictures
10.
Report Cards (stickers should be on outside of CUM folder.)
11. 
Any medical documentation should be removed from the CUM and given to the nurse. This includes shot records. 

12. 
Parental Consent forms: Consent form, Directory Information forms, Consent Forms for field trips: these are considered to be an official Record. It doesn’t belong in the CUM. At the end of the school year, they need to be boxed up and sent to the Records Office. 

13.
Individual Summaries Sheets of State Test unless the stickers are not available. 

IMPORTANT NOTE:
· If a student withdraws from CFB prior to the end of the school year, do not forward the CUM folder to any other school in the district.  Include the CUM folder with your Withdrawal CUM files.  This does not include CUM folders for students who finish the year but indicate they will not return for the next school year.  Follow the procedures as outlined for these students.

· AEP Students:  If the student is in AEP at the end of the school year and is in 5th grade or 8th grade, then the file needs to be forwarded to the feeder school that they will be attending the in the fall. For all others, the student is still considered to be an active student and should be returning to the home campus once the time has been completed.  


TRANSFERRING RECORDS WITHIN THE DISTRICT





Elementary Schools remove all jackets from CUM folders before sending files on to the Middle schools or to the Records Office.





Prepare all cum folders as directed in this memo. 





Alphabetize and place in cum folder box.





When preparing Withdrawal files and No Show files, please combine the 2 types of files in the same box, and prepare a list of the folders. 





Place a list of students in cum folder box that goes to each campus.  Include a list of the students going to different campuses for special programs.  Keep a copy of the lists for your records.





For the List, please state the following information:


ID#, Student’s last name, first name, DOB.





DO NOT FORWARD A FILE TO A SCHOOL BASED ON PARENT INFORMATION ABOUT MOVING OVER SUMMER. �If the student is still enrolled in your school at the end of the school year, then the file MUST be forwarded to the next Home school. At the beginning of the next school year, if the student did move it will be easy to locate the file. 





Clerks should ensure that cum folders are prepared and delivered to the next school prior to summer break.�


A work order needs to be generated for the delivery of records to the Record Center and to the feeder schools.�


Cum Folder Box:  Order item #112024 from the Warehouse.
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