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Transfer of Student Records

I.  Goals

1. There will be a consistent, quick and efficient method of transferring records among all schools in the city of Milwaukee. 

2. Record folder contents should have universality.

II. Procedures
Records Requests

Fax or send a written request to the school that the student last attended using a standardized form when making the request. (Appendix A)
The records request should be sent to the records secretary, or designated person, at the school the child last attended.
Records should be transferred within five days of receipt of request.

· What If Records Are Not Received Within Five Days?
After requesting the records in writing from the records secretary, the next step is to contact the principal.  If the records are not received in 2-3 days from MPS after contact with the principal, fax the written request to Ms. Grant, Program Administrator, Student Services, fax 475.8626.  Ms. Grant will contact the principal of the school to facilitate transfer of records.  
If the records are not received in 2 to 3 days from an Independent Charter School, fax the written request to Beverly Luckenbill, Program Director, Independent Charter Schools, fax 744-6007.
The same procedure should be followed for schools participating in the Milwaukee Parental Choice program. Contact Brett Healy, Director, School Choice Wisconsin, for assistance in securing records, fax 765-0220. Mr. Healy will also assist in securing records from private schools not participating in the Milwaukee Parental Choice Program.
Sometimes when a record request is received, it is discovered that the parent has identified the wrong school. Ms. Grant, Ms. Luckenbill, or Mr. Healy will verify the last school the child attended.
Picking Up Records from the School
When picking up records from a school, fax the request, call ahead, and also make sure that the person picking up the folder has a copy of the record request on school letterhead and a picture ID. 

Record folders are not given to parents to transport. 
Data Immediately Available

Some pieces of information are available from the student records database, eSIS, for students who are attending Milwaukee Public Schools, and this information can be provided immediately by the schools. Examples of these items are a transcript for high school students, documents that indicate the grade level of the student, attendance records, and an indication of whether a student is receiving special education services. An Individualized Education Program (IEP) may also be available.
· What If Folders Have Disappeared?

The school that should have the file will be asked to create a new cumulative folder. It will be marked as a new record. 

· What If A School Has Closed?

Cumulative folders are sent to a student’s new school of attendance. If the building where an MPS school was located is being used by MPS, the records continue to be housed at this site.  If the school has been closed and no MPS programs are in the building the remaining records can be found at the Department of Parent and Student Services, Central Services, Room 133.
· When a private school participating in the Milwaukee Parental Choice program closes, individual records are sent to the school the child will be attending. The others remaining are sent to MPS, Central Services, Room 133.

· What If a Student Leaves and the New School Does Not Request the Records?

Sometimes students leave the non-MPS schools, but the cumulative folders are never requested. In this case, a list should be faxed to Ms. Grant, and she will indicate whether the student is enrolled in an MPS school. Ms. Grant will contact the MPS School and instruct the school to request the folder.
Cumulative Folder Logs

All schools are to keep logs of where they send cumulative folders and when they receive them from other schools (Appendix B). Copies of cumulative folders are not kept.
Securing Individualized Education Programs (IEP’s)
Securing IEPs may follow a little different path. Again the school the student last attended should be the first place to request this document. In MPS cumulative folders that contain IEPs are transmitted in a bright green envelope. 

The central file in Room 133, Student Services, would be the second place to request the IEP for a student who recently attended MPS, if not secured from the school. If the IEP is not available in either of those places, Special Services should be contacted through Sharon Grant, 414.475.8159.
When requesting IEPs from the file room, use a form that identifies what the staff member needs, for example, IEP dates, and whether the record will be picked up or sent. (Appendix C) 
The file room is a backup for the files in the schools; however, these files contain only a subset of the documents that are found in a student’s cumulative folder. 
Independent charter schools and private schools should insure that IEP’s and evaluative material is in the cumulative folder and clearly marked before transferring the student’s file.
Dropping Non-Returning Students

Before a student is dropped from a school, schools must gather reports that they are to place in the cumulative folder, such as the attendance report, report card/progress reports, a transcript for a high school student and, if applicable, IEP’s or evaluation information. It is a priority to drop the student when notified that he/she is enrolled/attending another school and send the student’s records immediately.
III. Non-MPS and MPS Record Folder Contents
The following items are a list of the universal contents of a student’s cumulative record. 
1. Admission, Discharge, and Promotion Information which contains identifying information about the student, address changes of the student, a listing of the schools attended, the date admitted to the schools, age on September 1, grade, room assigned, days present and absent, and promotion status. In MPS this information is recorded on an orange card.
2. Elementary Attendance Records. An attendance card is prepared each year and the daily attendance of the student is recorded. 

3. Immunization Records. Lists type and dates of immunizations. 
4. Individualized Education Program (IEP). This is an outline of the program for a child who receives special services.  

5. Elementary Progress Reports. Progress for each subject area is recorded. There is some variation among schools, but all have the same components. 

6. Middle School Information provides a place to record the courses taken and the grades received. 
7. High School Transcripts. A listing of all courses taken, grades earned, attendance, and grade point average.
8. Outside Agency Reports.
9. Psychological Reports.
10. Pupil Records Audit Form. This is a recording of every person who reviewed the student’s cumulative folder: the date, name, title, reason for use, and, if a copy is sent, to whom, and the date sent. 

11. Reading Records. These records may contain information for each school year such as, the grade enrolled, teacher’s name, school, dominant instructional approach, special needs, verified reading level and the date, and the exiting reading stage. 

12. Request to Withhold Directory Data. A form that allows parents to indicate if they wish to withhold directory data of the child. MPS also has an opt out form for releasing information to military recruiters and colleges/universities.
13. School Social Worker Report.
14. Standardized Test Data. This is a record of individual pupil test results.

15. Suspension Notices and Matters Related to Discipline. This includes incident referral notices documenting disciplinary incidents, suspension notices, and other documents such as conference reports.
16. Other Pertinent Information. 
Contact Phone Numbers

Ms. Sharon Grant, Program Administrator, Department of Parent and Student Services, 
Milwaukee Public Schools 
414.475.8159

414.475.8626 fax

Beverly Luckenbill, Special Education Program Director, Independent Charter Schools 414.241.7271 

414.744.6007 fax
Juanita Lee, MPS Charter School Program Manager, Department of Diversified Community 
Schools, Milwaukee Public Schools
414.475.8443 

414.475.8471 fax
Brett Healy, Director, School Choice Wisconsin
414.319.9160

414.765.0220 fax
Appendix A

Request for Transfer of Student Records

School Requesting Records

School Name:





School Address:





School Telephone:


Fax #



Person Originating Request:




Date of Original Request:

2nd Request Date: 

School Holding Records

School Name:





School Address:





School Telephone:


Fax # 



Attention:





Please send the student cumulative records folder/ reports which may include transcripts, attendance, test scores, school health records, immunizations, psychological reports, IEP team reports, assessment data, grades to date of withdrawal and interpretation of grading system.  

The transfer of records should occur within 5 days.

	Student Name
	Enrollment 

Date
	DOB
	MPS 

STUDENT ID #
	WISCONSIN

 ID #
	Special Needs

Please circle YES/NO

	
	
	
	
	
	YES/NO

	
	
	
	
	
	YES/NO

	
	
	
	
	
	YES/NO

	
	
	
	
	
	YES/NO

	
	
	
	
	
	YES/NO



Parental permission is not required to transfer pupil records between public schools.
118.125(4) Wisc. Statute. Transfer of records. Within 5 working days, a school district shall transfer to another school or school district all pupil records relating to a specific pupil if the transferring school district has received written notice from the pupil if he or she is an adult or his or her parent or guardian if the pupil is a minor that the pupil intends to enroll in the other school or school district or written notice from the other school…
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	Appendix B
Cumulative Folder Log – Student Admissions

	

	Date 
	Student Name
	Grade
	Room
	Previous School
	Date 
Records Requested
	Date 
Records 
Sent
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	Appendix B
Cumulative Folder Log – Student Withdrawals

	

	Date 
	Student Name
	Grade
	Room
	New School
	Date 
Records Requested
	Date 
Records 
Sent
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Records Request for Use by School Personnel

ID#:





Date of Request:





Student Name:












Date of Birth:












Name of Person Requesting Record:









Title of Person Requesting Record:









School:












Send To:













Pick Up:













Contact Phone No.:











IEP Team (3 Year) Date:










IEP Team (Annual) Date:










Comments:












12/14/05  Fax to Student Services, 414-475-8626
[Deleted paragraph: Both state and federal pupil records laws and implementing regulations permit school officials who have legitimate education interest to have access to confidential pupil records without the consent of an adult, pupil or the parent or guardian of a minor pupil.  Sec. 118.125(2) (d), Stats., 20 U.S.C.§ 1232g (b)(1)(a), 34 C.F.R.§ 99.31(a)(1), and 34C.F.R. 99.7(a)(3)(iii).]
Department of Parent and Student Services





Department of Parent and Student Services





If you do not have the records or you forwarded them to another school, please let us know as soon as possible.


Thank you





Department of Parent and Student Services





Department of Parent and Student Services





Department of Parent and Student Services
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