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Policies and Procedures Document 
School Records
Telos Academy develops, maintains, and archives several records related to the academic history, progress, and achievement of each student.
What records are collected by Telos Academy prior to enrollment?

· Student academic history including: previous school transcripts (including courses taken and grades received), educational and psychological testing done previous to enrollment, IEP, previous school recommendations.
What records are used at Telos Academy?

· Attendance Records 
· Grades

· Course grades

· Assignment grades

· Participation scores (when applicable)

· Independent Study Course progress

· Student movement and supervision (AM Check out Sheet)

· Student Previous Academic History

· Student IEP

· Academic Consult – summary of student strengths, weaknesses, and recommended accommodations and interventions

· Clinical Documentation

· Executive Function referrals, session notes, and summaries (reports managed by EF Team under Clinical department supervision)

· PTP (Preliminary Treatment Plan) 
· MTP (Master Treatment Plan)

· Medical directives (limitations or alerts that affect sports/physical education participation)
· Monthly Treatment Updates

· Graduation Plans (for selected Juniors and Seniors)
· Teacher Observation and Reporting Documents

· Academic Wheel Assessment

· Tx Team Requests for Information (RFI)

· College Board and SAT/ACT records

· Cumulative Transcripts

· Documented communication between parents and academy staff (email)

What records are generated by Telos Academy?

Below is a chart of records that are created or updated by the Academy. This chart is current as of Dec 2014
	Deliverable

Record
	Who is responsible for its creation
	Responsible for maintenance/delivery
	Stakeholder it is delivered to:
	Frequency of delivery

	Intake Data
	Admissions, Therapist
	Front Desk (PTP), KK (Academy primer)
	Teachers
	Once at admit

	Transcript
	Registrar
	Registrar
	Parents, Students, School
	Quarterly & at Discharge

	Testing (TABE, ASVAB, etc.)
	Admin
	Admin
	Admin, Academic Advisor, SpEd, Parents
	Based on need

	SAT-ACT Query/Coord
	Admin 
	Admin
	Parents, Student
	3 mo. Before needed exam

	IND Study Query
	Admin, Ind Study Coordinator
	Independent Study Coordinator
	Parents, Student, Advisor
	As needed

	Graduation Map (front)
	Admin, Counseling
	Admin, Counseling
	Student, Parent, Tx Team
	Shortly after admission for all Seniors

	Gradation Map (follow-up)
	Admin, Counseling
	Admin, Counseling
	Admin, Parents
	Every 2 quarters (for Juniors and Seniors)

	IEP
	Home School
	SpEd, Admin
	Parents, Academy, School
	At annual IEP review 

	MTU Update
	Academic Advisor
	Academic Advisor
	Parents, Ed Consultant 
	Monthly before the 5th

	Grades
	Teachers
	Teachers, Academic Advisor
	Everyone (per PowerSchool)
	Updated at least weekly

	Attendance
	Teachers/Admin
	Teachers, Academic Advisor
	Everyone (per PowerSchool)
	Daily updated/ aggregate reports for Quarter attendance as needed

	Weekly TX Team Report
	Academic Advisor
	Academic Advisor
	Tx Team
	Bi-weekly per student

	Quarterly Parent Consult 
	Academic Advisor
	Admin
	Parents
	Family Days, Quarterly

	Family Days Consult notes
	Everyone provides commits, Registrar (coordinates accountability per notes)
	Registrar
	Academy, Parents
	Family Days

	Work Samples
	Teachers
	Admin
	Parents, Students
	Family Days (as needed)

	Academic Wheels
	Academic Advisor, Academy
	Academic Advisor
	Academy, Advisors
	Previous to Rain Phase application

	Academic RFI’s
	Academic Advisor, Tx Team
	Academic Advisor
	Academy Staff
	As needed

	Executive Function Coaching Referral
	Academic Advisor and Primary Therapist
	Student’s Therapist and Academic Advisor
	EF Coordinator
	Once, if/when students qualify for formal EF Coaching 

	Break Room Shift Reports
	AM Residential Lead
	AM Residential Staff
	Tx  Team and Admin
	Daily


Where are academic records stored?

Because of the volume and sensitivity of the information used at Telos Academy, many of the records are generated and maintained on digital formats. Records that require hard copy (such as an IEP or past transcripts) are kept in secure locations easily accessible to the needed staff. The following documents are kept in hard copy:

	Document/Record
	Physical Location

	Previous academic history (including previous transcripts), and testing information
	Student file in Academic Administration Office

	Student IEP
	Student file in Academic Administration Office

	Required Medical Records
	Nurses Station 

	Archived physical documents for students who have discharged within last 3 years 
	Stairwell Repository


All other digital records are maintained and archived in the following databases:
· Pearson PowerSchool servers 

· Telos Academy Gmail & Google Drive 
· Telos HQ (Telos digital charting and archive database)

Who is responsible for the upkeep of academic records?

Telos Admissions Department is responsible for gathering the needed intake data previous to enrollment to Telos Academy. Currently this department includes:

· Admissions Director: Kristin Williams, MS 

· Admissions Office: Chris Black 
Telos Academy Administration coordinates the necessary upkeep of all records that are primarily related to academic progress. As of December 2014, the staff who fill these roles are:
· Academic Director: Kevin Kuykendall, MS Educational Administration

· School Counselors: Kelsey DeGraffenried, Curtis Gardner

· Lead Academic Adviser: Brian Walker

Telos Clinical Department is responsible for the upkeep of all therapeutic charting and chairs the Treatment Team for each student.

· Clinical Director: Barry Fell

Telos Nursing Department is responsible for the gathering and upkeep of all medical chartings and records. 

· Nursing Director: Susan Breyer
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