In an effort to have some continuity in record keeping, I have developed instructions for filing old records at the end of each semester.

With auditors requesting current records, it is important that you keep records for the past year in your classroom where we can access them quickly if requested.

The following information should be kept in files for audit:


1. Student Information Sheet

2. Student Tracking Form

3. TABE score sheets

4. Practice GED score or referral form (if applicable)

5. Curriculum Framework Checklists

6. Any other test scores

7. Small amount of portfolio materials (ie. tutorsystems test reports)

Procedure for filing records at the end of semester:

1.  Use large manila envelope

2.  Fill out form and tape onto manila envelope

3.  File in file cabinet in your classroom.

4.  Keep files for at least one year in your classroom

5. Files over 1 year can be sent to Penny’s office for archiving

