
Pataula Charter Academy and  

Spring Creek Charter Academy 

Student Record Transfer and School Record Retention Policy 

 

 

Purpose:  To guide the administration in fulfilling their responsibilities to ensure that Pataula Charter 

Academy and Spring Creek Charter Academy transfer student records in accordance with law and State 

Board of Education rules and retain records in accordance with applicable laws and SBOE rules. 

 

Definitions: 

 

Education records - The term means those records that are: 

1. Directly related to a student; and 

2. Maintained by an educational agency or institution or by a party acting for the agency or 

institution. 

3. Includes but not limited to: 

a) Enrollment and attendance records 

b) Class schedules 

c) Transcripts and grades 

d) Discipline records 

e) Financial information 

f) Health records 

g) Special Education Records 

h) Psychological evaluations  

 

Critical Records – means the following educational records of a student, which shall be current and 

complete for a period of at least the most recent 12 months of such student’s enrollment or the entirety 

of such student’s enrollment if less than 12 months: 

a) Academic transcripts  

b) Attendance records 

c) Student discipline records – including but not limited to school disciplinary actions, notices of 

reports of criminal actions, notices of chronic disciplinary problems, disciplinary and behavioral 

correction plans, and reports of the commission of a prohibited act 

d) Student Criminal Records 

e) IEP and 504 Plans 

f) Psychological evaluations. 

 

School Records – any record created and maintained by school personnel that is included in the 

Education section of the State Government Records Retention Schedule. 

 

Policy Statement: Pataula Charter Academy (PCA) and Spring Creek Charter Academy (SCCA) shall 

transfer student records to requesting schools and applicable agencies in compliance with SBOE Rule 



160-5-1-.14.  PCA and SCCA shall also retain all school records in accordance with guidance for 

schools in the most current State Government Records Retention Schedule. 

 

Requirements: 

1. Schools will request the following disclosures from parents seeking enrollment in the school: 

a. Has the student ever been adjudicated delinquent of the commission of a class A or B 

designated felony act, as defined in Code Section 15-1102 and, if so, the date of the 

adjudication, the offense committed, the jurisdiction in which such an adjudication was 

made, and the sentence imposed. 

b. Is the student currently serving a short-term suspension, a long-term suspension or an 

expulsion from another school, and the reason for the discipline, and the term of such 

discipline, 

c. Is the student currently the subject of a notice of a disciplinary hearing pursuant to Code 

Section 20-2-754, or 

d. Is the student currently or has ever been the subject of any: 

i. Notice of report of criminal action made pursuant to Code Section 20-2-756; 

ii. Notice of chronic disciplinary problem made pursuant to Code Section 20-2-765; 

iii. Disciplinary and behavioral correction plan pursuant to Code Section 20-2-766; or 

iv. Report of the commission of a prohibited act made pursuant to Code Section 20-

2-1184 

e. Disclose the name(s) and address(es) of all school(s) the student has attended in the 

previous 24 months so records can be obtained OR present a certified copy of such 

critical records. 

2. Upon request from a parent or other legal person or entity authorized to receive records, the 

school will provide electronic copies of the student’s complete education records aby 5PM on the 

3rd business day after receipt of the request. *Schools and school systems shall not withhold any 

student record because of nonpayment of fees.  

3. In the event that:   

a. A sending school contends that releasing, in whole or in part, a student's education 

records as required by this Code section would be unlawful or unduly burdensome; or  

b. A requestor contends that a student's education records, in whole or in part, have been 

unlawfully or unduly withheld from release by a sending school, the requestor shall 

promptly provide a written notice of dispute to the RESA student affairs officer of the 

RESA in which the sending school is located. 

4. Within 5 business days of receiving the transferred records the school shall provide written 

notice to the parent(s)/guardian(s) of students that the record has been received.  Parents may 

make a written request to obtain a copy of the transferred records within 5 business days of the 

notification.  Within 5 business days of receipt of the copy of the records a parent may make a 

written request to a meeting with the Principal of the sending or receiving school for the purpose 



of correcting the content of the records. The parties may mutually agree for such meeting to 

occur at ta date outside of the 5-day period.  

5. Schools from which the records are requested shall maintain copies of all student records for the 

minimum period of time required by the State Government Records Retention Schedule for 

student records. 
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