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Digital Student Cumulative Records

WHY GO DIGITAL?
Reduce records getting lost, destroyed or deteriorate

Eliminate records being transferred from school to school

Extra space at schools with removal of physical storage space

Instant access at the convenience of being anywhere at anytime

Ability to modify, annotate, redact information and set retention rules

Eliminate extra copies of confidential records laying on a desk

Digital footprints provide security for audit trails on all records accessed



Digital Student Cumulative Records

HOW TO PREPARE FOR DIGITAL
Time and Planning 

Meet with individual departments for input on specific Record Types 

IT Department automates nightly feed of students into Axiom Pro

Registrars digitally scan new students and KG for the new school year

SCS hired substitutes to Mass Scan our student records

Started with transition years - 5th, 8th, 12th grades (no movement of files)

Circle back to schools to complete other grade levels



Digital Student Cumulative Records

WHO HAS ACCESS?
District Staff (includes Truancy Workers) – ALL Student Records (view only)

Principal, AP, Teacher – School Specific ALL Student Records (view only)

Registrar – School Specific ALL Student Records (edit/view)

ESE Liaison – School Specific ESE Records (edit/view)

ESOL Liaison – School Specific ESOL Records (edit/view)

Health – School Specific Health Records (edit/view)

Discipline/Behavior Specialist – School Specific Discipline Records (edit/view)

Guidance Counselor/HS Liaison – School Specific MTSS Records (edit/view)

Social Worker – ALL MTSS Records (edit/view)

School Psychologist/SLP – ALL ESE & MTSS Records (edit/view)



Digital Student Cumulative Records

AXIOM PRO (IMAGE API)
Digital Library - Solution to Digital Document Management

Axiom Pro provides the capability to scan and upload paper files to 

digital files

Organize files for faster file retrieval with defined record types within a 

category

Extra level of security using Multi Factor Authorization (MFA)

Support System is extremely friendly and prompt to solutions!







Student Records

Category

Enrollment

School Related

Health

Assessments

ESE

ESOL

MTSS

Other Services

Discipline

Athletics

Transfer Student Recs

Final Student Recs

Record Type (Enrollment)

Reg Form

Legal Docs

Withdrawal Forms

Residency

School Choice Options

Legal Name

Birth

Disclosure Form

Preschool Services

Information Requests

Other Documents



Student Records



Retention of Scanned 

Axiom Pro Records

What happens to the paper records?
After scanning, the paper records become duplicates and the scanned 

records in Axiom Pro become the master records.

The paper records are then boxed, labeled, and transferred to the 

Purchasing Warehouse where they are stored for one year.

After storing for one year, the paper records will be destroyed.



Digital Audit Box

STATE REPORTING
Digital Documents for Auditor’s Review – uploaded by Registrars



Audit Box

Document Group

Attendance & Schedules

Edit Reports

FTE Verification



Audit Box

Document Group

Attendance & Schedules

Edit Reports

FTE Verification

Document Type

01-Class Rosters

02-Bell Schedules

03-Parent Documentation/Elem Specials

04-Mater Course Schedules

05-Attendance Documents

06-Attendance Procedures

07-Frontline Teacher Absence Report

08-Teacher List

09-Consecutive Absence

10-Class Rolls

11-OJT Timecards

12-Hospital/Homebound



Audit Box

Document Group

Attendance & Schedules

Edit Reports

FTE Verification

Document Type 

14-DOE Transmission Reports

- Edit corrections made by schools



Audit Box

Document Group

Attendance & Schedules

Edit Reports

FTE Verification

Document Type 

15-Principal Signatures(3x)

- Close of State Processing

- Close of Amendment

- Final Recalibration

16-Close of State Processing Cycle

- Contains DOE Specific Reports

17-Close of Amendment Window

- Contains DOE Specific Reports

88-Audit Box Complete

- Notification To Review

99-Sign-off(State Reports Only)

- Notification Review Completed



Audit Box



Audit Box Checklist



Audit Box Complete/Sign-Off

Provides notification from schools 

they have completed their Audit Box 

and is ready for us to review.

Provides notification from my 

department that we have reviewed 

their Audit Box.



Digital Personnel Records

Human Resources
Digital Documents



HR Personnel
Section

Section 1 – Application

Section 2 –

Certification/Professional 

Development

Section 3 – Leave 

Paperwork

Section 4 –

Correspondence & 

Resumes

Section 5 – Salary & 

Employment

Section 6 – Evaluations

Confidential Folder

Site File

Substitute File

Document Type (Section 1)

Paperwork Checklist

Application

Anti-fraud form

Acceptance of State Equity 

form

Acceptance of Guidelines 

policy

Employment verifications

References

I-9

Veterans Preference

Oath of Loyalty

Code of Ethics/Conduct

Retirement Clarifications

Right to Know form (toxic 

substance)

Substitute Disclaimer form

Social Security Exemption 

form

Other



HR Personnel


