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Olympia School Distr ict  

2021-2022 School  Year  
SCH OOL  RECORDS M ANAGEM ENT QUI CK  GUI DE 

*Th i s i s not  i n t ended t o be a compr ehensi ve l i st  of  al l  school  and/or  d i st r i ct  r ecor ds subject  t o scann i ng and r et ent i on .  A br oader  l i st  i s avai l able on  t he 
Recor ds Ret ent i on  Websi t e for  OSD and i s updat ed annual l y  or  as i t ems ar e r ev i sed by t he Secr et ar y  of  St at e. I f  t her e ar e speci f i c r ecor ds t hat  need t o be 

i ncl uded on  t h i s gu ide, p l ease con t act  t he Recor ds &  Ar ch i ves Depar t men t  at  K nox. 

St uden t  Recor ds 

RECORD DESCRI PTI ON WH ERE TO 
ARCH I VE EXAM PL ES WH O I S TO 

ARCH I VE 

REQUI RED BY 
STATE OR 
DI STRI CT 

ADDI TI ONAL  COM M ENTS 

504 Plans / Con f i den t i al  
St u den t  Repor t s  Individua lized 

Learn ing Plan  Dist r ict   Sta te (as per  GS50-
04C-01 in  CORE) Main ta ined in  IEP on line SPED 

Absence Case F i le 
(Truancy)        
 
At tendance Let ter  

Tr eeno: 
At t en dance 
L et t er s, by SY 

Let ter s pr ior  to 
refer ra l to BECCA School  

Sta te (as per  SD51-
04-10 in  Studen t  
At tendance) 

School shou ld main ta in  in  Skyward - If 
not  en tered in to Skyward, please scan  
paper  documenta t ion . 

Absence Excuse 
 
Absence Notes 
At tendance Notes 

Tr eeno: 
At t en dance Not es, 
by SY   

Paren t  notes School 
Sta te (as per  SD51-
04-01 in  Studen t  
At tendance) 

In format ion  en tered in to Skyward does 
not  requ ire scann ing. Paper  documents 
shou ld be scanned in  a  manner  to ensure 
there is no over lap or  obscured 
documents. 
 
Recommend scann ing weekly. 

Absence Not i f i cat i on               
          
Email from School Messenger  
 
Phone Log 

Tr eeno:  
At t en dance I n pu t , 
Dai l y /Per i od , by 
SY 

Completed Phone 
Log 
 
School Messenger  
Repor t  with  
follow-up con tact  
in format ion  

School – 
a rch ive da ily 
handwr it ten  
log in  Treeno  
 
Dist r ict– School 
Messenger  
repor ts. 

Sta te (as per  SD51-
04-02 in  Studen t  
At tendance) 

School not ifies paren t  of studen t  absence 
via  School Messenger  or  personal phone 
ca ll. If personal phone ca ll, note in  
Skyward. No documen t at i on  r equ i r ed 
i f  School  M essenger  r eaches al l  
st uden t s. 

Acci den t  Clai ms/I nci den t  
Repor t s-St uden t  

Treeno: Studen t  / 
Acciden t  Repor ts  Dist r ict  Sta te (as per  GS50-

02-04 in  CORE) 
Send acciden t  repor ts to Wendy Couture 
for  a rch iving 
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Admi t  Sl i ps    
 
Tardy Sl ips                                    

Tr eeno: 
At t en dance I n pu t , 
Dai l y /Per i od, by 
SY 

Approved 
permission to 
return to class 

School 
State (as per  GS50-
02-05 in Transi tory 
Records) 

Retain for  school year , then Scan into 
Treeno at  the end of dai ly at tendance and 
shred 

Aesop Repor t s Tr eeno: Aesop 
Repor t s  School  

Aesop repor ts are scanned monthly by 
payrol l , but  must  be scanned by the 
schools i f they are being used as a form of 
work ver i ficat ion. 

At h let i c St uden t  Recor ds 

Fami l y  I D &  
Tr eeno: 
At h let i cs by  
M o/SY 

 Under  Review State(as per   
SD51-06c-31) 

Current  processes are under  review by 
dist r ict  Administ rat ion wi th Family ID 
being used for  al l  elect ronic athlet ic 
records; Any paper  records in bui ldings 
should be boxed by school year  in 
individual banker  boxes and sent  to 
dist r ict  office at  the end of each school 
year  unt i l  fur ther  not ice. 

Appr oval  for  Use of  
Pr i vat e Veh i cles for  
St u den t  T r anspor t at i on  
 

Tr eeno: 
Per m i ssi on  Sl i ps – 
M i sc, by SY 

Parent  permission 
sl ip to dr ive on 
field t r ip or  for  
athlet ic events 

School 

State (as per  SD51-
06C-31, GS50-01-
10, GS2010-081 & 
GS50-01-10) 

Reta in  for  6 years; Ba tch  scan   

ASB By law s &  M i nu t es 
(Permanent  Record) 

Tr eeno: ASB 
M i nu t es, by SY 

ASB Minutes 
2017-18 bylaws School 

Sta te (as per  GS50-
05A-01 & GS50-
05A-13  in  CORE) 

Fisca l Officer  complet ing ASB t r ansfers 
must  a t t ach  minu tes to approve 
au thor iza t ion .  

At t en dance I n pu t , Dai l y  
Per i od      
 

Tr eeno: 
At t en dance I n pu t , 
Dai l y /Per i od , by 
SY  (if paper  copy) 

Day Summary School 
Sta te (as per  SD51-
04-05 in  Studen t  
At tendance) 

Any a t tendance taken  in  Skyward by a  
teacher  is ret a ined in  Skyward 
au tomat ica lly. 
 
Any a t tendance taken  by hand must  be 
en tered in to Skyward AND paper  copy 
scanned to Treeno. Recommend set t ing 
up subs in  Skyward. 

At t en dance Recor ds,  
I nd i v i dual  St u den t                             
 
Suppor ts enrollment  repor t . 

   Dist r ict  - via  
Skyward 

Sta te (as per  SD51-
04-14 in  Studen t  
At tendance) 

Dist r ict  ma in ta ins in  Skyward 

Aut hor i zat i on  for  Release 
of  St u den t  Recor ds 

Tr eeno: YR End 
Request  for  

Individua l request  
forms 

School may 
en ter  in to 
Skyward - NO 

Sta te (as per  SD51-
05F-02 in  Studen t  
Records) 

School may en ter  in to Skyward. 
Otherwise, please scan  or igina l 
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Request  For m &  Recor ds 
L og 

Recor ds L og, by 
SY 

Records request  
logs 

Scanning 
Required. 

documentat ion containing signatures into 
Treeno end of year . 

App l i cat i on  for  
H ome/H ospi t al      
Tu t or i ng                                          

Tr eeno: St u den t  / 
H eal t h   Dist r ict  

State (as per  SD51-
09-01 in Teaching 
Records) 

Or iginal/Pr imary Copy retained by Knox 
Staff SPED. 
 
I f school has a copy, i t  should be retained 
in the student ’s Health Folder . 

Boundar y  Except i ons    
 
Transfer  Requests 
 

Tr eeno: Tr ansfer  
Request s, by SY 

Records 
document ing 
Inter -dist r ict  and 
Int ra-dist r ict  
t ransfer  requests 

Dist r ict  
State (as per  SD51-
05J-02 in Student  
Assignment) 

Managed by Angela Nadeau at  Knox 

Bus / Pi ck -up Changes – 
Tempor ar y  Au t hor i zat i on  

Tr eeno: 
Tr anspor t at i on  
Not es, by SY 

 School 

State (as Per  SD51-
04-14 in Student  
At tendance/ 
Absence) 

Notes/emails/cal l  logs from parents 
should  be scanned by the school monthly. 
I nternal t ranspor tat ion sl ips wi l l  be 
scanned by the Transpor tat ion Office. 

Bus I nci den t s / Refer r al s: 
I mpr oper  Conduct  

Tr eeno: St u den t  / 
Di sci p l i ne 

May show bus 
route, t ime of 
incident , nature of 
incident , and 
student(s) 
name(s). 

Transpor tat ion 
State (as per  SD51-
05G-13 in 
Transpor tat ion) 

To be archived by the Transpor tat ion 
Office. Ensure informat ion is put  in 
Skyward in addit ion to scanning into 
Treeno. 

Cer t i f i cat e of  Except i on             
 
 

Tr eeno: St u den t s / 
H eal t h  

Immunizat ion/Exe
mpt ion Repor t ing 
Compliance 

School: 
Health room 
Staff 

State (as per  
SD2012-065 in 
Student  
Assignment) 

Health Room Assistants should enter  into 
student  heal th profi le in Skyward for  new 
students in 2021-forward.  Exist ing 
students with except ions should be fi led 
in Health Fi le for  later  scanning by 
Health Room Assistant  as t ime permits 
and assistance from Dist r ict  Office 

Cer t i f i cat e of  
I mmun i zat i on            
St at us (CI S)                                         
 
 

Tr eeno: St u den t  / 
I mmun i zat i ons 

Dept . of Health 
Form No. 348-013 

School: 
Health Room 
Staff 

State (as per  SD51-
09-02 in Heal th 
Services) 

Health Room Assistants should enter  into 
student  heal th profi le in Skyward for  new 
students in 2021-forward.  Exist ing 
student  records should be fi led in health 
fi le for  later  scanning by Health Room 
Assistants as t ime permits and wi th 
assistance from Dist r ict  Office 
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Ch i ld Abuse Repor t s   Dist r ict  State (as per  SD51-
09-03 in Repor t ing) 

Al l  Chi ld Abuse Repor ts are to be sent  to 
the Super intendent ’s Office immediately 
and wil l  archived by Execut ive Assistants 

Con f i den t i al  St u den t  F i l es 
Pr i nci pal  or  Counselor  
Folder s 
Pr i nci pal /Counselor /Psych
ologi st / 
Ther api st /I n t er ven t i on  
Team Fi les 

 

May include 
subject ive repor ts 
and anecdotal 
informat ion from 
dist r ict , outside 
agencies and 
individuals. See 
Special Educat ion 
Student  H istory 
fi le for  IEP, Eval 
and other  Spec Ed 
records. 

I ndividual 
employees 

State (as per  SD51-
05f-03 in Student  
Records) 

Any confidential notes kept by School 
Psych's and or therapists are their records 
and they should manage those records 
accordingly. 

Cumu lat i ve Fol der s*  
Di st r i ct  w i l l  be conduct i ng 
feasi bi l i t y  st udy t o 
det er m i ne movi ng t o fu l l y  
d i gi t al  f i l es 2022-2023 

Tr eeno: St u den t  
pr of i l e, 
Cumu lat i ve 
Folder  

All accumula ted 
folder  con ten ts Dist r ict  

3 year  reten t ion  
then  shred SD51-
05f-07 

Schools may scan  folders once a  studen t  
leaves or  withdraws and shred the folder  
to avoid stor ing. Otherwise, paper  folders 
must  be kept  in  school for  2 school years 
once a  studen t  withdraws or  leaves the 
dist r ict ; Folders shou ld be sen t  to Knox 
Records in  the 3rd year  an d for  a ll 
graduated studen t s 

Cur r i cu lum Wai ver  
Request s 

Tr eeno: St u den t s / 
appropr ia te tab 
based on  type of 
document  

Documents 
received from 
paren t /lega l 
guardian  excusing 
studen t  from 
specific cla sses 
(i.e., Physica l 
Educa t ion  becau se 
of in ju ry, Sex 
Educat ion  
cur r icu lum, 
HIV/Aids 
cur r icu lum, etc.) 

School: 
Pr incipa l’s 
designee 

Sta te (as per  SD51-
06A-11 in  
Cur r icu lum) 

Paper  records scanned to studen t  profile 
in  Treeno under  appropr ia te tab if not  
a lready noted in  Skyward. 
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Di sci p l i ne F i l es St uden t  
Tr eeno: I nact i ve 
st uden t s r ecor ds  
Discipl ine 

Al l  discipl ine 
records for  
students 

School State(SD2020-
005;51-05F-08) 

Current  student  records fi led in student  
profi le in Skyward; I nact ive students 
fi led in Treeno under  discipl ine 

EL L  Pr ogr am Fi les 
 
Copies of ELL Program 
documents for  INACTIVE and 
INELIGIBLE students only 

  Dist r ict  
State (as per  SD51-
06A-02 in 
Curr iculum) 

Heather  Randolph at  Dist r ict  office wil l  
retain or iginal fi le(s) 

Emer gency 
REUNI FI CATI ON 

Tr eeno: Di sast er  
Release For ms, by 
SY 

 Dist r ict  

State (as per  
GS2012-024 in 
Emergency 
Planning, 
Response, 
Recovery) 

Repor t  Scheduled Monthly, no regular  
scanning required. I n the event  of a 
disaster , al l  appl icable used and unused 
documents must  be retained.  

H andbook  St uden t  
Di r ect or y  an d Pr i vacy 
Release 

Tr eeno: St u den t  
Di r ect or y  an d 
Pr i vacy Release 
For ms, by SY 

 School Dist r ict  
Batch scan end of SY alphabet ical ly; 
Done automat ical ly i f through Skyward 
por tal  

F i eld Tr i p Au t hor i zat i on  
by  Par en t /L egal  Guar di an  

Tr eeno: 
Per m i ssi on  Sl i ps – 
F i eld Tr i ps, by SY 

 School 

State (as per  SD51-
06C-31 in Student  
At tendance/Absenc
e) 

Dist r ict  wi l l  be moving to elect ronic form 
in the future, but  in the inter im, cont inue 
scanning and fi l ing forms by month in 
which field t r ip occurred 

F i lm  Vi ew i ng / I n t er net  
Usage Par en t /L egal  
Guar di an  Per m i ssi on  Sl i ps 
 
Accept able Use For m  

Tr eeno: 
Per m i ssi on  Sl i ps – 
M i sc, by SY 

 School 
State (as per  SD51-
06A-12 in 
Curr iculum) 

Batch scan by end of school yr ; Done 
automat ical ly i f through Skyward por tal  

H eal t h  Car d/Fol der              
 
H eal t h  Regi st r at i on  For m  
 
Yel low  Car d              

Tr eeno: St u den t s / 
H eal t h  

This records ser ies 
includes the 
Health 
Regist rat ion 
Form. 
 
May include, but  
is not  l imited to, 
screening results, 
data recorded 
from informat ion 

School: 
Health Room 
Staff 

State (as per  
SD2012-071 in 
Health Services) 

Beginning 2021-2022, Health Room 
Assistants are working to upload data 
into Skyward under  the student ’s health 
profi le for  new students.  Exist ing 
student  records held in paper  folders wi l l  
be uploaded to Treeno under  the 
student ’s profi le, health tab, as t ime 
permits by Health Room Assistants wi th 
suppor t  from Dist r ict  Office Records Staff 
as requested unt i l  al l  paper  records are 
uploaded.   
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submit ted by 
physician, 
parent /legal 
guardian, and 
record of 
not i ficat ion to 
parent /legal 
guardian. 

H eal t h  Room / Nur se 
Encoun t er  T r eat men t  
Car d                                                     

Tr eeno: St u den t s / 
H eal t h   

School: 
Health Room 
Staff 

State (as per  
SD2012-071 in 
Health Services) 

Health Room Assistants uploading to 
Skyward Health profi le for  new students 
beginning 2021-2022; Dist r ict  wi l l  
provide suppor t  as requested to get  paper  
i tems entered into Treeno for  exist ing 
students. 

H eal t h  Room Regi st r y  L og              Tr eeno: H eal t h  
Room, by SY 

Log of repor t ing to 
health office 
because of 
i l lness/injury 

School: 
Health Room 
Staff 

State (as per  SD-
09-05 in Heal th 
Services.) 

 

H eal t h  Scr een i ng Resu l t s            Tr eeno: St u den t s / 
H eal t h  

I ncludes the 
fol lowing tests: 
Scol iosis, Vision, 
Hear ing  

School / Dist r ict    Dist r ict  

Health Room Assistants uploading to 
Skyward Health profi le for  new students 
beginning 2021-2022; Dist r ict  wi l l  
provide suppor t  as requested to get  paper  
i tems entered into Treeno for  exist ing 
students. 

H ome School -Declar at i on  
of  I n t en t  by  Par en t /L egal  
Guar di an  

 

Annual statement  
of intent  by parent  
/ legal guardian to 
provide ful l-t ime 
or  par t -t ime home-
school ing for  an 
individual 
student . 

Dist r ict  
State (as per  SD51-
09A-05 in Home-
Based Inst ruct ion) 

Send to Execut ive Assistant  at  Supt  
Office by grade level for  upload to 
Skyward 

I ndi v i dual  H eal t h  Plan   Tr eeno: St u den t s / 
H eal t h  

For  students with 
L ife-Threatening 
Health Condit ions 

School: 
Health Room 
Staff 

State (as per  
SD2012-071 in 
Health Services) 

Form must  be scanned into Skyward by 
Health Room Assistants. 

M edi cat i on  
Admi n i st r at i on  Dai l y  L og 

Tr eeno: H eal t h  
Room, by SY 

A chronological 
l ist ing of dosages 
administered 

School: 
Health Room 
Staff / Dist r ict   

State (as per  SD51-
09-08 in Heal th 
Services) 

Health Room Assistants uploading to 
Skyward Health profi le for  new students 
beginning 2021-2022; Dist r ict  wi l l  
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provide suppor t  as requested to get  paper  
i tems entered into Treeno for  exist ing 
students. 

M edi cat i on /H eal t h  
Pr ocedu r es     
 
Health I nformat ion Form 
 
Author izat ion to administer  
medicat ion 

Tr eeno: St u den t s / 
H eal t h  

Administ rat ion 
Case Fi les 
includes 
physician/parent /l
egal guardian 
author izat ion for  
medicat ion/health 
procedures 
administ rat ion 
and account  of 
number  and 
dosages 
administered 

School: 
Health Room 
Staff / Dist r ict   

State (as per  
SD2012-071 in 
Health Services) 

Health Room Assistants uploading to 
Skyward Health profi le for  new students 
beginning 2021-2022; Dist r ict  wi l l  
provide suppor t  as requested to get  paper  
i tems entered into Treeno for  exist ing 
students. 

M i l i t ar y  Af f i l i at i on  For m Tr eeno: M i l i t ar y  
Af f i l i at i on  For ms 

Mil i tary 
Affi l iat ion Form School  Par t  of Handbook; batch scan  in Treeno 

by YR end 
OSD St uden t /Par en t /L egal  
Guar di an ’s Ri gh t s &  
Responsi bi l i t i es H andbook  
Ack now ledgemen t  For m 

Tr eeno: OSD 
Ri gh t s &  
Responsi bi l i t i es 
H andbook , by SY 

 
.  School Dist r ict  Par t  of Handbook; Signature page only 

should be uploaded in Treeno by YR end 

Par en t /L egal  Guar di an  
M i sc. Per m i ssi on  (e.g. 
af t er -school  p r ogr am) 

Tr eeno: 
Per m i ssi on  Sl i ps – 
M i sc, by SY 

 School 

State (as per  SD51-
06C-31 in Student  
At tendance / 
Absence) 

Batch scan in Treeno by end of YR 

School  Bu l let i ns &  
New spaper s 

Tr eeno:  Dai l y  
Bu l let i ns or  
New slet t er s, by SY 

 School 
State (as per  GS50-
06F-04 in Forms 
and Publ icat ions) 

I nformat ion posted on dist r ict  website or  
generated elect ronical ly does not  require 
fur ther  archival. Paper  i tems should be 
batch fi led in Treeno by end of YR 

St u den t  Di sci p l i nar y  
Act i on  Repor t  &  F i l es 
Individual Student  

Tr eeno: St u den t  / 
Di sci p l i ne  

School - only 
archive paper  
notes in 
Treeno. 

State (as per  SD51-
01-50 &  SD51-05F-
08 in Student  
Records) 

Paper  records rout inely uploaded to 
student  discipl ine sect ion in Skyward 

St u den t  Recor ds Di r ect or y  
and Pr i vacy For m  
 
Demogr aph i c Di st r i bu t i on  

Tr eeno: St u den t  
Di r ect or y  an d 
Pr i vacy Release 
For ms, by SY 

OSD Release of 
Directory 
I nformat ion 

School may 
enter  into 
Skyward - NO 

Dist r ict  
School may enter  into Skyward - NO 
Scanning Required.  I f not  entered into 
Skyward, please scan documentat ion. 
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Scanning 
Required. 

St u den t  Si gn  I n  / Ou t  L ogs              
L at e Ar r i val /Ear l y  
Depar t u r e                                           

Tr eeno: St u den t  
L ogs – L at e 
Ar r i val /Ear l y  
Depar t u r e, by SY 

Typical ly a 
handwr it ten log 
fi l led out  by 
parents and/or  
students 

School 
State (as per  SD51-
04-14 in Student  
At tendance) 

Scan monthly and archive in Treeno. 

St u den t  Regi st r at i ons 
i ncludi ng addr ess 
ver i f i cat i ons, B i r t h  Cer t s 

Tr eeno: St u den t  
Pr of i l e Paper  cards only Dist r ict  State (as per  SD51-

05J-040) 

Elect ronic regist rat ion forms maintained 
through Skyward; Paper  documents used 
for  ver i ficat ion and signed forms should 
be fi led by student  wi th cumulat ive folder  
i tems for  upload to Treeno when student  
graduates or  leaves the dist r ict . 

Tr anspor t at i on  Bus Rost er   
  Dist r ict   Retained in Transfinder . 

Volun t eer  Dr i ver  For m s 
Tr eeno: 
Per m i ssi on  Sl i ps – 
M i sc 

 School 

State (as per  SD51-
06C-31, GS50-01-
10, GS2010-081 & 
GS50-01-10) 

Main ta in  ba tch  scan  in  Treeno 

Wi t h dr aw al /Tr ansfer  
For m-Secon dar y  
 
Fr om par en t /guar di an  

Tr eeno: St u den t  / 
En r ol lmen t   School 

Sta te (as per  SD51-
05F-07 in  Studen t  
Records) 

Skyward 
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