
Notice of Transferring Student Records


1. Within 14 days after enrolling a transfer student, and simultaneous with enrolling a child of active 
military personnel, a school shall request, directly from the student’s previous school, a certified copy 
of his/her record.


2. Any school requested to forward a copy of a transferring student’s record to the new school shall 
comply within 30 school days of the request, and within 10 days of a request for a child of active 
military personnel records, unless the record has been flagged as a “Missing Child,” in which case the 
copy may not be forwarded and the requested school shall notify the police department.  


a. The permanent cumulative record folder, which includes all of the records created as part of 
the student’s instructional program, shall be purged of all outdated or irrelevant materials 
and of documents containing confidential medical information, social history, teachers’ 
notes, reports from outside agencies, or other sensitive information included as an insert in 
the file but not part of the cumulative/permanent record.  Items included in the cumulative 
folder are:


1. Achievement test scores


2. Birth certificate


3. Copies of report cards


4. Health records


5. Pertinent information concerning the student


b. The cumulative/permanent records, including directory information, schools and years 
attended, grades and credits earned, health records (Utah School Immunization Record), and 
test scores, and transcripts shall be forwarded to the receiving school as follows:


1. The original records of students in grades kindergarten through eight shall be 
transferred.  Copies of the original records may be provided to the parent(s)/legal 
guardian(s), if a request is received prior to the time the original records are 
transferred.


2. A certified copy of the cumulative/permanent record along with the original health 
record (Utah School Immunization Record) of students in grades 9 through 12 shall 
be transferred to requesting schools outside of American Leadership Academy.




3. The cumulative/permanent records and a copy of the health record (Utah School 
Immunization Record) of students in grades 9 through 12 shall be archived at the 
high school until three years after the student would have graduated.  


4. Teacher files on students in resource or other special programs shall be kept until 
five (5) years after the student graduates or five (5) years after the student turns 22.


5. The date the record transfer request was received and the date and school where 
the record was sent shall be entered on each archived file.


3. It is permissible to transmit individual detailed student records between public schools and 
the Utah State Office of Education through the Utah e-Transcript and Record Exchange 
(UTREX) (R277-404).


4. The director shall not transfer the record of any student whose file is flagged as a “Missing 
Child” pursuant to Utah Code Annotated.  The principal shall immediately notify the police 
department of the transfer request.  The flag restricting transfer shall be removed from the 
student’s file and the transfer facilitated only upon official police notification that the child 
has been located.


 


https://rules.utah.gov/publicat/code/r277/r277-404.htm

