MAINTENANCE OF RECORDS

Folder Access and Confidentiality

Overview:  In Rockingham County Schools, special education information is housed in an “EC folder” which is legally part of the cumulative record.  As with all school records, EC folders and the information in them (including IEP’s) must be kept confidential.  Folders must be kept locked or supervised at all times.  However, all school staff with a legitimate interest in a student have access to the folder.  If a folder review is requested from a staff member whose background is not EC, it may be beneficial to have an EC staff member present who can answer questions about folder contents and maintain folder order.  An access sheet must be posted wherever folders are kept.  

Access:  Anyone accessing an EC folder must sign the Record of Entry form in the front of the file.  Those with ongoing need to view the file may sign the folder effective for an academic year.  At the start of each year, EC teachers should sign into the files and update the special education history.

Parents have access to the folder; however, they may be denied access on demand.  The school must respond to a parent request to view the folder within a reasonable period of time, but in no case more than 45 days after the request has been made.  It is considered best practice for the parent to view the folder in the presence of a staff member who can interpret the information for the parent.  When housed in the folder, test protocols (test record forms) are considered part of the student’s educational records according to educational law.  Thus a parent has the right to review test protocols, but it is highly recommended that a person qualified to administer the tests (i.e., school psychologist or therapist) meet with the parent in order to interpret the protocols.  Because of the requirement to maintain the security of the tests and to observe the copyright laws, copies should not be made of the protocols.  
Location:  Records on students are housed in many locations including on line.  Someone at each school must be able to tell parents where all records might be located including discipline records, cumulative records, EC records including copies of IEP’s, and state test scores.  EC folders of students who are receiving special education services are housed at the students’ schools.  Folders of students who are no longer receiving services are housed at Central Office.  Folders should be sent to Central Office when they are no longer needed at a school.  Folders of students who have been out of the program for several years are housed at the Booker T. Washington Learning Center in Reidsville.

In order to more fully understand confidentiality and access of records, please refer to North Carolina Policies Governing Services for Children with Disabilities.
Folder Organization

EC folders can accumulate a lot of information!  It can be extremely time consuming to rummage through folders to find needed data.  Therefore all folders in Rockingham County are kept in a specific order.  Hard Card Dividers are used to help organize the folders.  The contents of each section are outlined on these Hard Cards.  The information in each section is arranged in reverse chronological order with the exception of the “RE, EC, and DEC Forms” section which is kept in chronological order.

It is the responsibility of each teacher to maintain folders properly.  EC teachers may request assistance from Central Office or psychologists with initial folder organization, especially for unusual folders or for students who move into the system.  Staff members are responsible for maintaining folders properly once they are organized.  New information is to be filed in the appropriate section and in proper order. 

Anytime a new folder is to be set up, a packet of information will be needed.  These packets can be ordered through the EC Department at Central Office using the Order Form, which is included in this section.  This packet has all the required forms and includes the following:

· Hard Card for cumulative file

· Hard Card Dividers for folder organization

· Record of Entry form (for file)

· Special Education History form (for file)

· Record of Parent Contacts form (for file)

Cumulative Folder Hard Card

All records on students are to be kept confidential.  Since EC information is kept separate from cumulative and other student records, a Hard Card is kept in the cumulative folder for each student with a special folder.  This card alerts any reader (including one from a receiving school) that EC records exist.  The card also directs the reader to contact Central Office for the records.

When a folder is set up at the school, the Hard Card should be placed in the cumulative file.  When Central Office organizes a file, the Hard Card will be sent to the contact person to be placed in the cumulative file.  The special teacher handling any new placement is responsible for ensuring that a Hard Card is placed in the cumulative file.

Record of Entry Form

This form is required as soon as a student has a file (even if the folder is not yet organized) and is the first form in the file.  

Special Education History Form

This form is to be placed in the front of the folder and kept updated on a regular basis.  This form saves a lot of time searching for summary information.  It is meant to be a quick reference of events, not a summary of all testing.  It should be updated at the start of every year and when there are major special education events such as initial placement, change in placements, change in schools, reevaluations, and significant test results.  Each teacher must use judgment as to what information is important to maintain.  Usually a quick summary of results (continued to qualify for expressive language) is more relevant than listing of scores.  Teachers should consider what information would be most useful if they did not know the student.  The history should be kept brief and relevant.  
Record of Parent Contacts

This form is useful in recording contacts other than those recorded on DEC forms.  Parent conferences and contacts which are otherwise noted (i.e., on DEC/Invitation) do not need to also be recorded on the parent contact form.  Multiple contacts for IEP meetings, progress staffings, and miscellaneous parent calls and contacts are often recorded on this form.

Sending Records to New Schools

If a student moves within Rockingham County, the EC folder should be forwarded immediately to the new school.  The receiving school is responsible for notifying Central Office by using the appropriate CECAS form (see the CECAS section for specifics).  Please send folders promptly when students move so that services are not interrupted.  

If a student moves outside Rockingham County, forward the file to Central Office with the new school information.  Federal Law 99.21 states that no parent signature is required for educational records to be sent to another educational agency.  Central Office will copy and send records to the appropriate educational agency.  NO ORIGINAL EC FOLDERS ARE TO BE SENT. (See also the section on Transfers)

Destruction of Records (FYI)

EC records must be kept for audit purposes even if the student exits the system or the program.  Parents do have the right to request that records that are no longer needed for the provision of special services be destroyed, but the parents must be informed, prior to destruction, that the records may be needed by the child or the parent for social security benefits or other purposes.  Unless the parent requests destruction, Central Office will house records for students who exit the program for at least 5 years.

In Rockingham County Schools records are kept intact at least until the exited student reaches his/her 26th birthday.  Students/parents of students exiting from high school are notified of destruction procedures.  Notification is included on the exit letter that all parents are sent when students graduate, drop out, or exit with a certificate.

At the time of a record’s destruction, the Rockingham County Schools maintains the last IEP, the last psychological, and the Special Education History form.  All other information is generally shredded unless requested otherwise by the parent.

Forms that are used (see Forms section for copies):

Order Form (to request hard copies of forms)

Posted Access to Exception Child Records (required wherever EC folders are housed)

Hard Card (for cumulative folder)


Hard Card Dividers (for folder organization)


Record of Entry into Confidential Information Files (for file)


Special Education History (for file)


Record of Parent Contacts (for file)
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