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WHY IS THIS ALL 
IMPORTANT? 
! Student records need to be kept for 60 years after the student graduates or 
withdraws. 

! After the student files are cleaned by records management, they are microfilmed so 
students can request their records in the future. 

!  The records kept on microfilm help individuals further their education, obtain jobs, 
prove residency, and help in many other circumstances. 

!  We strive to be able to easily locate records so that we can finish each request as 
soon as possible. Having the orderly system start at the school makes the end result 
much easier. 

!  We have really come a long way with the help of you! 



LEGAL REQUESTS THAT NEED 
TO BE SENT TO    

 RECORDS MANAGEMENT  
  If you receive a records request that has a case number on it, (including a subpoena) it needs 
to be sent to Records Management and we will send the records to the courts. 

  Be sure to send us copies of the records you have at the school for the student including; 
Health file, Discipline, Counselor notes and everything in the cumulative file (unless specified 
otherwise). We will collect all other records that go with the request and send them from our 
office. 

           Example:     

                               

  To send: Notify Marquese by e-mail, then inner school the records (copies) and request.  



SHRED BOXES 
  What goes in shred boxes? 
!  Confidential information   

!  Personally identifiable information 

                   

  What does not go in shred boxes? 
!  Hanging file folders – can break shred machine  

   

!  Trash items – we go through the boxes 

!  Blank paper – save the trees 

Please use designated shred box and call extension 11258 if you need more 
* Shredding costs about $12,000 a year. It costs $10 per box for Shredway 
to dispose of the material. Taking consideration what gets put into the boxes 
can save the district money. 



PROCEDURES FOR SENDING 
FILES TO RMO 
  Student cumulative files are kept at the school for 5 years after the student has 
graduated or withdrawn. 

  Each school year at the end of the first semester, we send an e-mail to remind you 
when to send your boxes and a packet included in the email with information. It is 
helpful if you print the packet out as you will need the forms and tickets included in 
the packet. 

                          

                                                        To prepare your files to be sent: 

  Pull files out of correct drawer(s) and place them into the provided “confidential 
student cum files box” alphabetically. 

  Print the official transcript and enrollment history and place into each student’s file. 

 

 



PROCEDURES FOR SENDING 
FILES TO RMO 
  When placing the enrollment history in the student’s file; look at the withdraw date, if 
it is before the last day of school, that record stays with the year being sent 
downtown. If the withdraw date is after the last day of school, it moves on to the 
following school year. 

  Don’t purge the student’s file.  

 E-mail marquese.allen@k12northstar.org to let us know the files are on the way. 



BEFORE YOU SEND YOUR 
RECORDS, PLEASE REMEMBER 
TO.. 
Fill out records index Put index at the beginning of Box 1 Put the tickets in the windows 



NEED HELP? 

  Give us a call 

  Marquese Allen: Extension 11238 / marquese.allen@k12northstar.org 

  Kelsey Nicholson: Extension 11258 / kelsey.nicholson@k12northstar.org 

  Cindy Turnbough: Extension 11280 (part time) 

  Bonnie Lemberger: Extension 11280 (part time) 

  

    Thank you for all you do! 


