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SUPPLEMENTAL STUDENT RECORDS LIST
Schools create and keep a large amount of student information, but not all information goes into the mandated Student Record.
Here is a list of supplemental or student information that is stored outside of the mandated Student Record (established by the Student Record Regulation) Schools have a strategy for storing this information using endorsed repositories and the Division’s Records Retention Schedule (AP 185 Appendix A).

	Document
	Description
	Responsible Dept.
	Guideline for Effective Management
	Naming Convention

	
Accident Reports
	Accident Report and First Aid Record Forms for either students or staff
	
Business and Finance
	Originating department sends to Division Office, Administrative Assistant of Business and Finance Department where they are actioned, stored, and managed
	
ASN_FirstName_LastName_AcdntRprt_ReportDate

	
Anecdotal notes
	Notes created by teachers, counsellors, or Administrators identifying need for additional testing or support
	
Schools
	
Kept for one year after current school year
	
ASN_FirstName_LastName_AnecdNotes_DateofNotes

	

Assessments – Testing
	Testing instruments used by teachers and other staff, particularly for assessing reading and numeracy. Assessments are usually filed with the mandated Student Record and are uploaded to PASI
	

Originating Department
	

Kept for one year after current school year
	

ASN_FirstName_LastName_AssmtTesting_DateofTesting

	Awards
	Records of bursaries, awards, and scholarships
	Schools
	Kept for 7 years after current school year
	ASN_FirstName_LastName_Award_DateIssued

	

Behaviour contracts
	Records related to discipline of students, behaviour contracts, or observations of misconduct, but not formal letters related to suspension or expulsion added to Student Record
	

Schools - Administrators
	

Kept for one year after student leaves the school
	

ASN_FirstName_LastName_BehavContr_DateIssued

	Bus misconduct
	Records related to student incidents or misconduct on buses
	Schools
	Kept for one year after current school year
	ASN_FirstName_LastName_BusMiscond_DateIssued

	Consents for publishing, using student information / images, media coverage or technology coverage
	Records related to consent for activity participation or similar consent (e.g. publishing, technology use, etc.)
	
Schools
	
Kept for 3 years after current school year
	
ASN_FirstName_LastName_ConsentMediaRelease_DateSigned

	Counselling Case Files
	Records created by counselling staff to support students, often of personal nature
	Counselling staff or Originating Department
	Kept for one year after the student leaves the school
	ASN_FirstName_LastName_CounsCaseFile_DateofMeeting

	Course planning notes
	Records from supporting students with course planning
	Counselling staff or Originating Department
	Kept for one year after the student leaves the school
	ASN_FirstName_LastName_CrsePlangNotes_DateofMeeting

	Course selection or withdrawal forms
	Records from supporting students with course selection, withdrawal, and planning
	Counselling staff or Originating Department
	Kept for one year after the student leaves the school
	ASN_FirstName_LastName_CrseSlctWdrawForm_DateIssued

	Daily attendance reports
	Registers, reports, and notes related to daily attendance
	Schools
	Kept for two years after current school year
	ASN_FirstName_LastName_DlyAttendRprt_ReportDate

	Disciplinary notes
	Information related to discipline of students but not expulsion or suspension letters
	Schools – Administrator
	Kept for one year after student leave the school
	ASN_FirstName_LastName_DispNotes_DateofMeeting

	ESL tracking sheets
	Records related to preliminary assessment by a teacher or counsellor
	Schools
	Kept for one year after school year once student leaves the school
	ASN_FirstName_LastName_ESLTrkgSht_DateIssued

	Extended absence notice
	Records provided by student or parent regarding anticipated absence.
	Schools
	Kept for two years after current school year
	ASN_FirstName_LastName_AttndAbsNotice_DateIssued

	Family Support
	Records from family support assistance provided to family of a student
	Family Support roles or Originating Department
	Case files to be kept for one year after student leaves the school
	ASN_FirstName_LastName_FSLSupport_DateofMeeting

	
Excursion / Field trip permission / consent forms
	Records signed by parents providing consent for off- site activity participation such as excursion / field trip
	
Schools
	
Kept for two years after current school year Usually kept in RYCOR
	
ASN_FirstName_LastName_FieldTripForm_DateSigned

	First Aid Form
	Accident Report and First Aid Record Forms for either students or staff
	Business and Finance
	Submitted to Division Office, Administrative Assistant of Business and Finance Department
	ASN_FirstName_LastName_FirstAidForm_DateSigned

	Suspension Letters (Less than or equal to one (1) day)
	Letter to parents from Principal for suspension of a student that is less than or equal to (1) day in or out of school
	Schools
	Kept for two years after suspension was given
	ASN_FirstName_LastName_SuspLtrLessOne_DateIssued

	Letters from the school regarding whether a student is entitled to admission
	Correspondence regarding enrollment or attendance (but not formal Attendance Board hearing)
	
Schools - Administrator
	
Kept for two years after current school year
	
ASN_FirstName_LastName_AdmLtr_DateIssued

	Letters regarding costs that a student may have incurred at the school (damage re-imbursement)
	
Records regarding cost recovery
	
Schools or Originating Department
	
Kept for 7 years after student graduates or leaves the Division
	
ASN_FirstName_LastName_DmgReimburse_DateIssued

	Notes and observations about a student not used in program placement decisions
	Records may be related to a preliminary assessment by teacher, counsellor, or Administrator
	
Schools
	
Kept for one year after current school year
	
ASN_FirstName_LastName_ObservNotes_DateIssued

	
Parent PAT (Provincial Achievement Test) Exemption Letters
	Letter from parent or guardian requesting a student be excused or exempted from writing the PAT. This is different from Approval for special writing accommodations for Diploma Exams or exemption from writing Diploma Exams
	

Schools
	

Kept for 7 years after student graduates or leaves the Division
	

ASN_FirstName_LastName_PATExemptLtr_DateIssued

	Parent questionnaire
	Includes records related to parent engagement and consultation
	Communications
	Kept by Communications for 5 years after project ends
	ASN_FirstName_LastName_PrntQuest_DateSigned

	
Parent request for copies of record / letter for CRA
	Request for proof of attendance by CRA or similar organization (Maintenance Enforcement)
	
	
Transitory
	
ASN_FirstName_LastName_PrntRqstRecCRALtr_DateIssued

	Parent complaint
	Records regarding complaints about schools or the Division
	Schools
	Schools handle routine queries / concerns. Kept for one year after current school year
	ASN_FirstName_LastName_PrntCompl_DateSigned

	Parent complaints regarding bus transportation or bus drivers
	Records regarding complaints about bussing, drivers or bus transportation
	
Division Transportation Services
	Kept for 3 years after complaint resolved. For Bus Drivers kept for 5 years after current school year
	
ASN_FirstName_LastName_PrntComplTransp_DateSigned

	
Residency confirmation
	Records to support proof of address for residency, such as utility bill, Land Title document, rental agreement, etc.
	
Schools
	
Kept for one year after current school year
	
ASN_FirstName_LastName_ResidConf_SchoolYear

	
Referral form for Specialized Services
	Includes records related to referrals, often provided by counsellors.
	
Schools
	Kept for one year after the student leaves the school. Formal requests for an assessment and parental consents added to mandated Student Record
	
ASN_FirstName_LastName_SpcRef_DateIssued

	Reports or investigation records relating to a student under the Child, Youth and Family Enhancement Act
	
Includes records from interventions for students
	
Schools
	Kept for 10 years after the school year of the report. Where there is a report kept for 5 years after superseded or obsolete.
	
ASN_FirstName_LastName_RprtCYFEA_ReportDate

	School fees notices such as overdue fees
	Records related to school fees, such as outstanding school fees
	Originating Department
	Kept for 7 years after student graduates or leaves the Division
	ASN_FirstName_LastName_LateFees_DateIssued

	Specialized Assessment – Working Notes
	Notes, testing instruments, etc. often created to prepare a final report
	Health Practitioner
	Kept by Professional staff for 25 years after Date of Birth, based on Health Information practice
	ASN_FirstName_LastName_SpcAssmtWrkDoc_ReportDate

	
Student drawn pictures (artwork)
	Artwork or samples of student work unless related to an assessment, preliminary assessment, or other report
	
Schools
	Transitory unless related to a report. Content for a report is filed with mandated Student Record
	
ASN_FirstName_LastName_StdntArtWrk_Date

	
Student medical information
	Information provided about sickness, medication, or personal care requirements of temporary nature
	
Schools
	Kept for two years after current school year. Health information filed with mandated Student Record if requested by parent or student
	
ASN_FirstName_LastName_MedInfo_DateIssued

	Student refund forms
	Includes records related to fees for students
	Originating Department
	Kept for 7 years after student graduates or leaves the Division
	ASN_FirstName_LastName_RfndForm_DateIssued

	Student self-assessment and goal setting sheets
	Includes records related to provision of counselling for students
	Schools
	Kept for one year after student leaves the school
	ASN_FirstName_LastName_StdntSelfAssmt_DateofAssessment

	Student Use of Technology and similar consents (e.g. FOIP, etc.)
	Records related to consent for technology use
	Schools
	Kept for 3 years after current school year
	ASN_FirstName_LastName_AdmirableUse_DateSigned

	Test or work booklets e.g. testing booklets for HLAT’s, Canadian Test for Basic Skills, etc.
	Testing instruments used by teachers and others staff, particularly for assessing reading and numeracy
	
Schools
	
Kept for one year after current school year
	
ASN_FirstName_LastName_TestgBklt_DateofTesting

	Testing used by Occupational Therapists, Physical Therapists, Psychologists, other Professionals
	Records other than a final report such as notes, testing instruments, etc. Often created to prepare Final Report which is added to the Student Record
	
Health Practitioner
	Kept by Professional for 25 years after Date of Birth based on Health Information practice
	
ASN_FirstName_LastName_TestgTypeofHealthPractioner_DateofTesting

	
Writing samples
	Samples of student work unless related to a formal assessment, preliminary assessment, or other report
	
Schools
	
Transitory
	
ASN_FirstName_LastName_WrSmp_DateofSample
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