PUBLIC SCHOOLS RECORDS CONSORTIUM

Meeting Minutes – September 19, 2013

Library of Virginia

The meeting of September 19, 2013 was called to order at 10:04 by Maralee Weeks, Chair.  Present were: 
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Scribbles Presentation

Ron Christian and Dax Coan of Scribbles presented a PowerPoint Presentation on Scribsoft, a Software-as-a-Service solution designed to manage the processing and payment of online student records requests.  ScribOrder transitions existing manual, paper-based processes into an automated solution designed to streamline and unify the acceptance, payment, and fulfillment of student records for an entire district.  The ScribOnline platform is cloud-based computing and has no footprint at the district level.  It was reported that the system adheres to all Internet security protocols and has advanced security features so that school divisions remain FERPA compliant in its use.  The service is free to school divisions.  Clients pay the school division’s usual fee, which is remitted to the school division monthly, and a service or processing fee to Scribbles.
General Schedule 21

Georgia McQuigg of York County Public Schools asked about the management of Guidelines for Academic and Career Plan for Career and Technical Education at the middle school level.  Such a document would now fall in the category of records that may be maintained for 75 years, but the consensus was that the long-term far exceeds any usefulness of the document.  When considering moving this type of record to short-term, Anita Vanucci stated a change could not be submitted now due to their software change to Infolinx, requiring a total revision to GS21.  It was suggested that PSRC meet this year to determine what needs to be addressed in the schedule to inform changes to GS21.  Anita will pull together a format for consideration in preparation for changes caused by Infolinx.

Use of Surplus Workshop Funds

Marilee reported that there is a need to address surplus funds on hand.  PSRC does not have membership with fees but we have held a couple of workshops and charged fees to cover expenses for venue and meals.  We had a huge turnout for the last workshop with funds remaining of about $1700. The funds are being held by VAGARA for our use, and we must determine an appropriate use for the funds.  We expect to hold workshops in the future and we can use funds to pay for a speaker or workshop materials.  Angela Diggs suggested using some of the funds to cover refreshment expenses for the regular PSRC meetings.  It was also suggested that funds could be reserved for scholarship(s) for future workshops. Currently Maralee is considering a western-area meeting with work sessions on best practices.  There may be a fee for the site and/or meal fees.  Skype and Go-to-Meeting were suggested as electronic options to meetings.  The Library of Virginia has a Go-to-Meeting account which may be available to us for those who live more than 100 miles away.  A webinar where everyone calls in such as to review and discuss changes to GS 21, was also suggested.
Best Practices

The attendees viewed the on-line electronic registration forms of York County Public Schools at YorkCountySchools.org.  Georgia McQuigg reported that the documents can be completed online, then printed and signed.  Certain information is captured in the electronic pre-registration process and populated into the student management system, eliminating the need for staff re-typing.  Several attendees requested Kinship Care information from York.  Anita Vanucci indicated that the documents could be attached on ed-sig as a pdf and sent through the Library of Virginia listserv.  As an alternative, Leila Lavesque said Falls Church uses Infosnap for electronic registration.
Leila asked why it is necessary for school divisions to maintain a student’s social security number in the record since there is no official use for it by school divisions.  In response it was said that the number is required for free/reduced meals, and that it is helpful in identifying the proper student’s record when colleges/universities and other third-party organizations request records on behalf of the student.

A question was raised about changing the name of a current student when parents change the student’s name, and whether all other identifiers are changed as well, such as the State Testing ID.    One school division indicated that all of the information is changed creating a new record, and a separate electronic record is maintained in both names.  They strike through the old name on the paper record and enter the new name.  Georgia reported that her division changes the name and places a legal alert on the electronic record about the name change.  They do not change the paper record or third-party documents.  The old birth certificate number is replaced with the new number in the record.
Maralee Weeks left the meeting at 12:05 and Georgia McQuigg chaired the remainder of the meeting.  Dates for the next meeting were suggested as November 6 or December 5 depending on availability.

Anita Vanucci was asked if she would be revising other schedules that impact public schools and she responded that Paige Neal will be handling the upcoming revision of GS3, and information will be posted on the listserv as other schedules are revised.  The Library is currently looking at a summary of Federal retention schedules compared to the State and find that in areas they disagree.  There are Federal general schedules that apply only to Federal agencies, while some forms apply to all, such as the I-9.
Georgia McQuigg expressed appreciation to the Library of Virginia for training videos on YouTube.  The videos are on basic records management, how to use the schedules, volume estimation, etc.  Laura Evans noted that not all school divisions can access YouTube.
Sonya Clark expressed interest in discussing how to complete withdrawal forms with required information when withdrawal information may not be available.  The lack of information will count against the school division’s dropout rate.

The meeting was adjourned at 12:25 p.m.

Respectfully submitted

Angela L. Diggs

