
210:35-3-47. School reports and records  

     Well-delineated policies and procedures for records and reports shall be developed and kept 

current. 

(1)  Records and reports needed for effective planning, operation, evaluation, and reporting shall 

be kept relative to the following components of the educational program: 

(A)  Administrative operations 

(B)  Curriculum 

(C)  Guidance 

(D)  Health services 

(E)  Instructional supplies 

(F)  Media services 

(G)  School Plant 

(H)  Staff 

(I)  Student activities 

(J)  Student personnel 

(2)  The permanent record of the student, including social security number as permitted by law, 

shall be current and filed in the superintendent's or principal's office. Standardized test results, 

student's school activities, attendance and citizenship dates shall be included as a part of the 

permanent records. Proper safeguards shall be taken with these records to protect the 

confidentiality of individuals and the human rights of all students. Health and immunization 

records should be kept separately. [Reference: 74:311; SL Section 764.2 Use of Social Security 

Numbers Prohibited--Exceptions] 

(3)  One person in each school shall be responsible for all personally identifiable information to 

assure that no unauthorized person will be able to obtain the information without written parental 

permission. 

(4)  Students shall be officially enrolled upon receipt of their immunization records as required 

by law and transcripts or grade cards. Information pertaining to grades, graduation tests, college 

admission test, rank in class of graduating seniors, and other pertinent information shall be 

recorded on the transcript. [Reference: 70:1210.191; SL Section 700 Immunization of Child 

Before First Admission To School] 

(5)  Principals shall furnish transcripts and immunization records of students within three 

business days when requested to do so by school officials. 

(6)  School administrators shall be familiar with and assure compliance with state attendance 

laws. 

(7)  Attendance records shall be completed and made available for auditing at the close of the 

school year. The principal or a competent person under his or her supervision shall record the 

attendance daily. 

(A)  Pupils absent from school in which they are regularly enrolled may be considered as 

being in attendance if the reason for such absence is to participate in scheduled school 

activities under the direction and supervision of a regular member of the faculty. 

(B)  Closing classroom work early for seniors for commencement or other activities is 

prohibited by the State Board of Education. Any school district which does not require 

students to attend school for the full term shall be in violation of the State Board of 

Education policy and shall be cited for the violation on the final accreditation report as 

presented for approval by the State Board of Education for the upcoming school year. 



(C)  Classroom activities and instruction shall continue until the end of the school term. 

Students given excused absences during examination periods, for sickness or any other 

reason, shall not be counted as being in attendance. 

(8)  Attendance records and teachers' grade books shall be filed with the district superintendent 

or his/her designee at the close of the school year. 

(9)  Permanent records of staff and students shall be retained in the school. 

(10)  Any person who has completed at least thirty (30) hours of college credit at an accredited 

college or university in Oklahoma may be awarded a high school diploma by the State 

Department of Education, upon written request and verification of supporting documentation.   

(A)  A person wishing to apply for a diploma under these provisions must submit a written 

request to the State Department of Education.  This request must be submitted with an official 

copy of the diploma applicant's transcript from an Oklahoma college or university showing at 

least thirty (30) credit hours earned.  

(B)  An official copy of the applicant's transcript may be submitted in either hard copy or 

electronic form.  Acceptance of an official transcript in electronic form may require direct 

submission to the State Department of Education by the diploma applicant's college or 

university.   

 
 


