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District Vision 
Student Success! 

 
 
 

District Mission 
We will provide an innovative educational environment that 

allows and inspires success for everyone. 
 
 
 

Core Values 
Communication with clarity and civility 
    Diversity and individual differences 
        Effective leadership 
            Employees 
                Ethical behavior 
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Guidelines and Procedures   



 





 

6 

Guidelines for Registration and Records 

 
 

I. Introduction 
 
All Charlotte County Public Schools must follow the student registration and records 
guidelines to create a uniform and consistent procedure for registration, enrollment and 
record keeping across the District.  These guidelines do not supersede School Board Poli
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  2.   Authenticated birthdate, place of birth, race, ethnicity and sex, 
3.  Last known address of the student, 
4.  Names of the student's parent(s) or guardian(s), 
5.  Name and location of last school attended, 
6.  Number of days present and absent, date enrolled and date withdrawn, 
7.  Courses taken and record of achievement, such as grades, units,   or  
     certification of competence, 
8.  Date of graduation or date of program completion, and 
9. Records of requests for access to and disclosure of personally 

identifiable information from the education records of the student as 
required by FERPA 

 

Category B Records P temporary verified information of educational importance which is 
subject to periodic review and elimination, when the information is no longer useful 
according to FAC 6A-1.0955. 
 

These records may include but are not limited to the following information: 
1. Health information and health care plans, 
2. Family background data, 
3. Standardized test scores, 
4. Educational and career plans, 
5. Honors and activities, 
6. Work experience reports, 
7. Teacher comments, 
8. Reports of student services, or exceptional student staffing committees, 

including all information required by Section 1001.42(l), Florida Statutes, 
9. Correspondence from community agencies or private professionals, 

10.  Driver education certificate, 
11.  List of schools attended, 
12. Written agreements of corrections, deletions or expunctions as a result of 

meetings or hearings to amend educational records, and 
13. Records designated for retention by the Florida Department of State in 

General Records Schedule GS7 for Public Schools Pre-K-12, Adult and 
Vocational/Technical. 

 

Child - any person who has not reached the age of majority. 
 
Pupil / Student - any child who is enrolled in any instructional program or activity conducted 
under the authority and direction of the Charlotte County School Board. 
 
Adult or Eligible Student - any person who has attained 18 years of age and is enrolled in any 
instructional program or activity conducted under the authority and direction of the 
Charlotte County School Board 
 
Directory Information P information which may be made available upon request without 
parent or adult student permission.  This information includes student name, address, 
telephone number (if it is a listed number), date and place of birth, participation in officially 
recognized activities and sports, height and weight if a member of an athletic team, dates of 
attendance and date of graduation or program completion. 
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 A transcript of record of age shown in the chżſŷLƆ ƆŶŻƂƂſ ƅŸŶƂƅŷ ƂŹ ŴƇ ſŸŴƆƇ 4 
years prior to application, stating the date of birth 

 A wallet-size Birth Registration card issued by the county health department 
with the raised health department seal (No photocopies are acceptable.) 

 A hospital certificate with the raised hospital seal accompanied by an 
affidavit sworn to by the parent. 
 

 If none of these items can be produced, an affidavit of age sworn to 
by the parent, accompanied by a certificate of age signed by a public 
health officer or by a public school physician is acceptable. If this is 
not available in the county, a licensed practicing physician 
designated by the school board, can certify that the health officer or 
physician has examined the child and believes that the age as stated 
in the affidavit is substantially correct. 

 
 Charlotte County Residency 

1. The parent/guardian/caretaker should provide 1 piece of evidence as proof 
of residency, to be submitted from the following sources.  This evidence 
should be notarized or verifiable where possible.  Copies should be placed in 
ƇŻŸ ƆƇƈŷŸƁƇLƆ ŶƈƀƈſŴƇżƉŸ ŹƂſŷŸƅ. 

 
 Note: Ś ŷƅżƉŸƅLƆ ſżŶŸƁƆŸ żƆ ƁƂƇ ŴŶŶŸƃƇŴŵſŸ ŴƆ ƃƅƂƂŹ ƂŹ residency.  

 

 Current utility bill (water or electric) in the name of t
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If parent/guardian/caretaker chooses not to give the social security number at 
enrollment, the parent should not be asked a second time for this number. The 
person registering a new student must read the following to the 
parent/guardian/caretaker. 
 
MŨƈƅ ƅŸźżƆƇƅŴƇżƂƁ ŹƂƅƀ żƁŶſƈŷŸƆ ŴƁ ƂƃƇżƂƁŴſ ƅŸƄƈŸƆƇ ŹƂƅ ƌƂƈƅ ƆƇƈŷŸƁƇLƆ ŬƂŶżŴſ ŬŸŶƈƅżƇƌ 
Number. This is only a request and you are not obligated to provide that information. 
Ś ƆƇƈŷŸƁƇ ƁƈƀŵŸƅ Ɗżſſ ŵŸ ŴƆƆżźƁŸŷ ƇƂ ƌƂƈƅ ƆƇƈŷŸƁƇ żŹ ƌƂƈ ŶŻƂƂƆŸ.N 
 
Under no circumstances should a person be pressured to supply any social Security 
number. TO DO SO IN ANY FORM IS TO BREAK FEDERAL LAW. 

 
Married and/or Pregnant Students 
Students who are married or who become married and students who are pregnant 
shall not be prohibited from attending school.  These students and students who are 
parents shall receive the same educational instruction or its equivalent as other 
students but may voluntarily be assigned to a class or program suited to their special 
needs. 
 
Items Parent/Guardian/Caregiver Should Hav





 

13 

Follow Up Procedures for Students With Health/Immunization Discrepancies 
ŢŹ Ŵ ŷżƆŶƅŸƃŴƁŶƌ żƆ ŹƂƈƁŷ żƁ ƇŻŸ ƆƇƈŷŸƁƇLƆ ŻŸŴſƇŻ ƅŸŶƂƅŷ, ƇŻŸ ƆŶŻƂƂſ ƁƈƅƆŸ Ɗżſſ ŵŸ 
responsible for n
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 MT2N: for a high school dual enrolled Tech student that attends the early 
session of afternoon classes at CTC; or 

 
  
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Joint Custody 
Transportation will be approved to different addresses due to joint custody if the 
parent entitled to visitation lives within the boundaries of the school of attendance 
and outside the walk area of the school.  The registrar will complete a bus pass 
indicating both the home address and the address of the parent entitled to visitation.  
A visitation schedule should be attached to the bus pass. In this situation, the 
ƆƇƈŷŸƁƇLƆ ƇƅŴƁƆƃƂƅƇŴƇżƂƁ ŶƂŷŸ Ɗżſſ ŵŸ MN.N 
 
Middle and High School 
Students are transported to and from their residence address only.  A school 
principal, or his/her designee, may approve written verifiable requests from a parent 
requesting an alternate stop on a case by case basis.  A bus pass must be written if 
approved. 

 
ESE Assignment With IEP 
If the student lives outside the boundaries of the school of attendance but is 
assigned to that school based on an ESE assignment, and requires special 
transportation services per an IEP, the registrar will 
 

 Ask the parent if the student will be using transportation.  If no transportation is 
requested, no bus pasƆ żƆ żƆƆƈŸŷ, ŴƁŷ ƇŻŸ ƆƇƈŷŸƁƇLƆ Ƈransportation code will be 
MY.N 
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Charlotte Harbor Center 

 Determine if the student requires special transportation services per an IEP. 

 Ask the parent if the student will be using transportation.  If no transportation is 
requested, the stuŷŸƁƇLƆ ƇƅŴƁƆƃƂƅƇŴƇżƂƁ ŶƂŷŸ Ɗżſſ ŵŸ MNTN żŹ ƇŻŸżƅ ƅŸƆżŷŸƁŶŸ żƆ żƁ 
Charlotte County.  If the student lives outside Charlotte County, the 
transportation ŶƂŷŸ Ɗżſſ ŵŸ MB.N 

 If needed, call the ESE dispatcher and request that a stop be added. 

 If the student will use transportation, the transportation code will be one of the 
following: 

 
 MEXN: ŹƂƅ ŰŸƆƇ ŜŴƀƃƈƆ; 
 MSAN: ŹƂƅ ŬŚŧŝŬ; 
 MSDN: ŹƂƅ Ŵ ŬŻƂƅƇŸƁŸŷ ŝŴƌ; 
 MSEN: for SEA; 
 MSLN: ŹƂƅ ŬŚŢť; or 
 MSPN: ŹƂƅ ƇŻŸ 3:00 ƃƅƂźƅŴƀ 

 

 If the student will be transported to and/or from an alternate address for day-
care purposes, the parent must provide the address at the time of registration.  
The registrar will notify the ESE Dispatcher with the morning pick-up address, 
and the afternoon delivery address.  The assignments set up at this time will 
remain in effect until the parent makes a change at the school and the ESE 
Dispatcher is notified.  Students using an alternate address for morning or 
afternoon 
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McKinney-Vento Homeless Education Assistance   
Children enrolling under an emergency or homeless condition are entitled to 
transportation to their school of origin (to the extent feasible), except when doing so 
is contrary to the wishes of the parents.  The parents may request placement of the 
student in a different school.  All transportation arrangements are made through the 
District Homeless Liaison at the Children and Families First (CFF) office. 

 
Homeless Students 
Homeless students should be enrolled immediately. The McKinney-Vento Act 
requires that schools enroll students even if they are not able to provide the 
documents typically required for enrollment [42 U.S.C. Section 11432(g) (3)(C)].   
 

 If needed, call Charlotte County Public Schools Children and Families First 
(CFF) at 255-7480 for assistance from the District Homeless LiaisonSchools
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3. Unaccompanied youth [42 U.S.C. Section 11434A(6)], including any youth not in 
the physical custody of a parent or guardian including the following: 

 a. Runaways; 
 b. Youth denied housing by their families (sometimes referred to as 

MƇŻƅƂƊŴƊŴƌN ŶŻżſŷƅŸƁ ŴƁŷ ƌƂƈƇŻ); 
 c. Youth whose parents are unable to provide regular/adequate housing 

due to financial hardship; 
 d. Youth who have chosen to leave home for a variety of reasons, even 

though their parents are willing to provide a home for them; and 
 e. School-age unwed mothers, living in homes for unwed mothers, who 

have no other housing available. 
 

Undocumented Students 
School personnel, especially school administration and those involved with student 
enrollment activities, should be aware that they are under no obligation to enforce 
U.S. immigration laws.  The Supreme Court ruled in 1982 (Plyer v.Doe) that 
undocumented children and young adults have the same rights as U.S. citizens and 
permanent residents to attend public primary and secondary schools.  Like other 
children, undocumented students are required under state laws to attend school 
until they reach the legally mandated age.   
 
As a result of the Supreme Court ruling, schools may not 

 deny admission to a student during initial enrollment or at any other time on 
the basis of undocumented status; 

 treat a student differently to verify residency; 

 ŸƁźŴźŸ żƁ ŴƁƌ ƃƅŴŶƇżŶŸ ƇŻŴƇ MŶŻżſſƆN Ƃƅ ŻżƁŷŸƅƆ ƇŻŸ ƅżźŻƇ ƂŹ ŴŶŶŸƆƆ ƇƂ ƆŶŻƂƂſ; 

 require students or parents to disclose or document their immigration status;  

 make inquiries of students or parents that may expose their undocumented 
status; 

 require social security numbers as a requirement for admission to school as 
this may expose undocumented status; 

 provide any outside agency, including the Immigration and Naturalization 
Service, with ŴƁƌ żƁŹƂƅƀŴƇżƂƁ ŹƅƂƀ Ŵ ŶŻżſŷLƆ ƆŶŻƂƂſ ŹżſŸ ƇŻŴƇ ƊƂƈſŷ ŸƋƃƂƆŸ ƇŻŸ 
ƆƇƈŷŸƁƇLƆ ƈƁŷƂŶƈƀŸƁƇŸŷ ƆƇŴƇƈƆ ƊżƇŻƂƈƇ Źirst getting permission from the 
ƆƇƈŷŸƁƇLƆ ƃŴƅŸƁƇƆ. ŭŻŸ ƂƁſƌ ŸƋŶŸƃƇżƂƁ żƆ żŹ ƇŻŸ ŴźŸƁŶƌ źŸƇƆ Ŵ ŶƂƈƅƇ ƂƅŷŸƅ 
(subpoena) that parents can then challenge.  Any such request should be 
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 The receiving school should NOT send parents/guardians/caregivers back to 
the original school to retrieve records. 

 It is the responsibility of the receiving school to update all records. 
 
Sending Records to School Outside of Charlotte County 

 Upon request of officials of educational institutions for transfer of student 
records, school officials shall make a reasonable attempt to notify the adult 
student or the parent/guardian/caregiver 
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The cumulative records must be transferred in the following manner: 
 The records must be sent in good order. 
 All staples from records must be removed.  
 Testing information must be filed before sending to the next 

level. 
  Arrangements with the receiving school must be made in 

advance.  No records should be dropped off at a school site -- 
there must be someone to receive the records in order to secure 
them at the receiving site. 

 A list of all the records must accompany the records. 
 The receiver will work with the sender of the records to verify that 

all records for names on the list are present. 
 Both the receiver and sender will sign off on the list and copies 

will be made for both files. 
 
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the child is not enrolled at another site, and to  





 

24 

 Copy of birth certificate 
 Social security card/number for adult students (if applicable) 
 Immunization record 
 

9. Discard the following from the folder: 
 

 All duplicates of the above information 
 All registration materials except the latest one 
 Discipline reports 
 Absentee excuses and parent notes 
 Emergency information 
 Reassignment forms 
 Attendance records 
 Teacher comments or miscellaneous notes 
 Free lunch applications 
 Custody papers/court orders 
 

10. The confidential ESE records should be kept separately from the regular 
cumulative folder and kept for 5 years. It should include the following: 
 

 Initial consent for placement in ESE 
 Most recent psychological evaluation 
 Most recent Individual Education Plan (IEP) 

 
11. Health records should be kept separately from the regular cumulative folder by 
the school nurse for 7 years and should include the following: 

 Administration of medicines 
 Clinical logs 
 Professional treatment records 
 Release of medical records 

 
 
 

XII. Family Educational Rights and Privacy Act (FERPA) 
The Family Educational Rights and Privacy Act (FERPA) affords parents and students 
ƂƉŸƅ 18 ƌŸŴƅƆ ƂŹ ŴźŸ (MŸſżźżŵſŸ ƆƇƈŷŸƁƇƆN) ŶŸƅƇŴżƁ ƅżźŻƇƆ ƊżƇŻ ƅŸƆƃŸŶƇ ƇƂ ƇŻŸ ƆƇƈŷŸƁƇLƆ 
education records.   
 

 ŭŻŸ ƅżźŻƇ ƇƂ żƁƆƃŸŶƇ ŴƁŷ ƅŸƉżŸƊ ƇŻŸ ƆƇƈŷŸƁƇLƆ ŸŷƈŶŴƇżƂƁ ƅŸŶƂƅŷ. 
 ŭŻŸ ƅżźŻƇ ƇƂ ƅŸƄƈŸƆƇ ƇŻŸ ŴƀŸƁŷƀŸƁƇ ƂŹ ƇŻŸ ƆƇƈŷŸƁƇLƆ ŸŷƈŶŴƇżƂƁ 

records that are believed to be inaccurate. 
 The right to consent to disclosures of personally identifiable 

informatiƂƁ ŶƂƁƇŴżƁŸŷ żƁ ƇŻŸ ƆƇƈŷŸƁƇLƆ ŸŷƈŶŴƇżƂƁ ƅŸŶƂƅŷƆ, ŸƋŶŸƃƇ ƇƂ 
the extent that FERPA authorizes disclosure without consent. 

 The right to file a complaint with the U.S. Department of Education 
concerning alleged failures to comply with requirements of FERPA. 
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XIII. Disclosing Information 
 
Permanent Record Disclosure 
Access to any student educational record or the release of any personally identifiable 
information without the written consent of the parents of the pupil or eligible adult 
student is prohibited with certain exceptions listed below.  The consent must contain 
the reason for the release, the specific records to be released, and to whom the 
records are being released.  The signed and dated approval must be maintained with 
the permanent record file.  The following categories are exempt from the above 
prohibition: 
 

A. Officials of schools, school systems, area vocational-technical centers, 
community colleges, or institutions of higher learning in which the pupil 
or adult student seeks or intends to enroll; and a copy of such records or 
reports shall be furnished to the parent, guardian, student, or adult 
student upon request. 

 
B. Other school officials, including teachers within the educational 

institution or agency, who have a legitimate educational interest in the 
information contained in the records. 

 
"School official" is defined as a person employed by the 
district as an administrator, supervisor, instructor, or support 
staff member including health and law enforcement 
personnel; a person serving on the school board; a person or 
company with whom the district has contracted to perform a 
special task (such as attorney, auditor, medical consultant or 
therapist).   
 
"Legitimate educational interest" is defined as any school 
official who needs to review an education record in order to 
fulfill his or her professional responsibility. 

 
C. The United States Secretary of Education, the Director of the National 

Institute of Education, the Assistant Secretary for Education, the 
Comptroller General of the United States, or st
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Such record of access or release shall be available only to the parents, adult students, 
and persons or organizations as noted according to Florida Statute. 

 
 

XIV. Directory Information 
 
Charlotte County Public Schools reserves the right under FERPA to release the 
following "directory information" without prior permission of the parents or 
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XV. Military Access to Student Information 
 
Congress has passed the National Defense Authorization Act which is legislation that 
requires local educational agencies to give military recruiters the same access to 
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 If any material or document in the educational record of a pupil includes 
information on more than one pupil, the parent or eligible adult student seeking 
access will have the right to inspect and review only those parts that relate to said 
pupil or to be informed of the specific information contained in such material. 
 
 Compliance with a request to inspect and review a pupil or adult student's 
educational record should be done as quickly as administratively feasible; under no 
circumstances should the time element exceed 20 calendar days after the request 
has been made. 
 
 Each year schools in the district will publish in their handbooks the following 
notice: 
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A. the accuracy and appropriateness of the challenged data 
B. the value of the challenged data to the educational process and/or welfare 
of the pupil or adult student 
C. whether the challenged data is to be retained intact, altered (corrected), or 
deleted. 

 
7. The proceeding of the hearing shall be recorded on tape, and shall be 

transcribed if the complainants request. 
 
8. The parent, guardian, caregiver, student or adult student shall be afforded a full 

and fair opportunity to present evidence relevant to the issues raised. 
 
9. The chairman of the hearing shall render a decision. 
 

10. The decision shall be rendered in writing within five (5) days of the hearing.  If 
the decision is adverse to the complainants, the notice shall inform them of their 
right to a review of the decision by the school board. 

 
11. The appropriate school officials shall take the necessary steps to implement the 

decision. 
 

12. The adult student, parent/guardian/caregiver of the pupil has a right to place a 
statement in the education record if the decision of the hearing is that the 
records are not inaccurate, misleading or otherwise in violation of privacy.  The 
statement may comment on the information in the education record and set 
forth any reasons for disagreeing with the decision. 

 
13. 



 

32 

5. On the basis of the report and recommendation of the reviewing officer, the 
School Board shall issue its decision to retain the data intact, alter (correct) it, or 
delete it entirely. 

 
6. If it has been determined that the contested portion of the record is to be 

corrected or deleted, a disposition will be written stating the inappropriateness 
and the action taken and signed by the adult student or the parents or guardians 
of the pupil and school officials involved. 

 
7. The decision of the School Board shall be final. 
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Charlotte County Public School Records Storage Box Labels 

 

 

Complete 2 forms for each box and tape to the front and back under the handles. 

 

Dept./School Name and Address: 

 

 

Number of Boxes: 

 

__________ of __________ 

Contact Person: 

Description of Records/Series/Sequence: Academic School Year of 

Records: 

Date Prepared: 

 

Received by: 

 

Date Received: 

 

Dept./School Name and Address: 

 

 

Number of Boxes: 

 

__________ of __________ 

Contact Person: 

Description of Records/Series/Sequence: Academic School Year of 

Records: 

Date Prepared: 

 

Received by: 

 

Date Received: 
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GRADUATION 

YEAR 

LABEL 

COLOR 

2009/ 

2010 

2010/ 

2011 

2011/ 

2012 

2012/ 

2013 

2013/ 

2014 

2014/ 

2015 

2015/ 

2016 

2016/ 

2017 

2017/ 

2018 
        


