End of Year to Do List

· Clean files. ORGANIZED!


· Remove any student work. (Anything that is kept longer than one year becomes permanent record.)

· You may want to keep one sample for progress report samples.


· Ensure the classification folder has one year worth of data….the most recent IEP and ER.


· Make sure you only have one red classification folder per student.


· Make sure a secretary has access to your records.


· Be prepared to forward all students no longer in your building to the next building.


· All records should be ready to transfer August 24th.


· Coop programs should return files of students no longer in the program to the placing district. (NOT SPEC)


Record Retention


· All records are kept until 5 years after the student would graduate; whether or not the student has stayed in special ed or even qualified.


· I recommend you keep records by graduation year.


· Files move on to the next building when the student “would have” gone one – even if the student no longer lives in the district.


