Harrisburg School District
Cumulative Folder Checklist 
2020-2021 SY

USE BLACK INK ONLY!!!

· Instructional and Support Staff Checklist Responsibilities:

· Teachers are responsible to complete student cumulative folders as outlined below for the school counselor review.
· School Counselor(s) must check each student’s cumulative folder to verify record completion by June 3, 2020. When finalized, school counselors must sign the teacher’s end of year checklist. 
· Building Secretaries may assist as needed and as designated by the building principal.
· Building Principals must verify the completion of the cumulative folder closeout on each teacher’s end of year checklist and acknowledge the school counselor(s) verification by June 3, 2020.
NO DITTO MARKS MAY BE USED WHEN COMPLETING THE CUMULATIVE FOLDER.
The following items are to be in the cumulative folder at all times and placed in the following order:
1. Inspection of records form. To be signed whenever you inspect records. 

2. FORM A - Outside cover: Information items 1 – 16.  Homeroom teacher must complete items 12 and 16 of Form A by the third Friday of the new school year.  Homeroom teacher completes item 13 (attendance) at the end of the school year.
3. FOLDER B: Manila folder with the student’s name on the tab. Marked FOLDER B. Please place items in the folder in the following order, from front to back.

· Harrisburg School District Registration Form and registration packet information: 
· Mandatory:  Birth certificate (proof of age), proof of residence, and the parent-signed discipline form

· Optional: Any pertinent information regarding guardianship, etc.

· Home Language Survey
· English Learner Identification Procedures K-12 form
· Most recent KW-APT,  WIDA Screener or 2020 ACCESS score report .
· FORM F (Yellow card) TEST RECORD 
· Student Reports and/or scoring sheet of STANDARDIZED TESTING. (PSSA, Keystone Exams, ACCESS for ELs 2.0 Alternate ACCESS, KWAPT, WIDA Screener etc.)  Most recent on top from spring 2019 Remember there aren’t any scores for SY 2019-2020.
· DIBELS test booklet (Spring 2020) & DIBELS Progress Monitoring booklets for 2019-2020 (special education students only.)  All other DIBELS Progress Monitoring booklets should be kept in the classroom.  Discard any test booklets from prior years…only keep booklet from 2019-2020.
· Disciplinary Record – printout from eSchool, if applicable.
· REPORT CARDS: End of year (Marking Period 4) only, with most recent on top, and to include promotion/retention indicated. Include EL Language Progress Report Card (English only). 

· PROGRESS REPORT:  Final of year only, with most recent on top.

· Copy of Eschool Screen for ELA Page, 
· ELL Accommodation sheet for instruction and assessment (current year only) , 
· If needed PDE Monitoring Form Year 1 or Year 2 or Release from Monitor parent letter
NOT included in the Cumulative Folder but available:
· C Folder - Confidential Folder: Information such as agency referrals, psychiatric evaluations, etc.  These folders are locked in counselor’s office and are sent to the receiving counselor’s attention.  
· Medical Records: Locked in nurse’s office. Includes Medical History and Immunization Records.

· Special Education Folder: Available from special education teacher and/or District Special Education Department.

· Attendance Folder – archive and place in an audit box at the end of each school year.  Please keep in a location that would be easily accessible should the attendance folder be needed the next school year for any reason.
· Discipline Folder – Student transfer within HBGSD schools:  place in cumulative folder and move to receiving district-run school.  Student transfer outside of HBGSD schools: place in cumulative folder and archive in an active file.

Record Transfers:

· Transfer of Records:  Before any records are transferred to another school within the district or to a school outside the district, the cumulative folder must be updated with the following items before it leaves the current building or placed in the inactive files. 

If forms are missing, please see school secretary for a replacement. If items that should already be in the folder are missing, please give a written record of these items to the school secretary the items can be retrieved them from the past school/teacher.  All old records which are being discarded should be shredded.

Please remember to have all cumulative folders that have been received into the building and sent from the building recorded in your current school year cumulative folder log.   

· Transfer to a HBGSD District-Run School: The original health record, discipline folder and cumulative folder should be sent to the receiving HBGSD School.

· Transfer to another Pennsylvania School District or other PA Educational Entity:  A copy of the discipline folder and cumulative folder should be sent, and the originals are kept at the HBGSD School.  The original health record should be sent within Pennsylvania.

· Transfer to an Out-Of-State School District or other non-PA Educational Entity:  A copy of the health record, discipline folder, and cumulative folder should be sent, and all originals are kept at the HBGSD School.  No original should be sent out of state. 

· Inactive Records/Folders:  All inactive records or folders must be archived at the last known school of attendance, until notified by Pupil Services/Central Records for purging and electronic archiving. 
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