COLUMBUS COMMUNITY SCHOOL DISTRICT

c/o Gayle Hoag, District Registrar

1208 Colton Street

Columbus Junction, Iowa 52738


REQUEST FOR STUDENT RECORDS

Date                                                                                                                                                                                                                                

Student's Name                                                                                                                                                                                                       


Birthdate
Grade                                    


Previous School:
                                                                                                                                                                                              



Phone #:  ________________________________________
Fax #: _________________________

To Whom It May Concern:

The above named student is now enrolled in Columbus Community Schools.  Would you please send us ALL the following information:

 Please copy of this form and give it to all offices involved so ALL information listed below will be mailed to us 


 AS SOON AS POSSIBLE.

1)
Cumulative folder   




a)
Grades (Please send a conversion explanation of your grading system; we grade on a two semester




Letter grading system.)



b)
Credits




c)
Attendance (to date of student leaving) 




d)
Records of suspension or expulsion




e)
Birth certificate





2)
Health records 




a)
Athletic physical examination forms



b)
Shot records

3)
Scholastic records   (including ALL tests and test results)




a)
IELDA, etc.

4)
Any guidance and special education information 




a)
Enrichment folder




b)
IEP folder



c)
OI folder

Please mail/fax this information to:




COLUMBUS COMMUNITY SCHOOL DISTRICT


District Administration Building 


c/o Mrs. Gayle Hoag, District Registrar



1208 Colton Street 


Columbus Junction, Iowa 52738



Phone 319-728-2911 extension 9402



Fax 319-728-8750


Thank you very much for your prompt attention to this matter.

                                                                                                                               

Date
Parent/Guardian Signature

NOTE:  It is not necessary for parents/guardians to sign a release when records are being passed from school to school.

See Federal Register June 17, 1976, Part II.  H.E.W. Privacy Rights and Students, Vol. 41 No. 118-24673.
PLEASE SEND ALL


INFORMATION


**********************


PLEASE FAX A COPY OF THE TRANSCRIPT AND SHOT RECORDS IMMEDIATELY









