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· To find a kiddo’s file:

· O Drive(    Early Intervention(    EI Scanned Student Records( Choose Transition Year(    Choose District(    Kiddos listed alphabetically by LAST name

· Note:  This is read-only access.  If something needs to be corrected or moved, etc., please e-mail me for corrections at recordsrequest@nwresd.k12.or.us .  

· Information contained in the document title: 

Last name, First name 

T=Transition Year (i.e. T12 = 2012 Transition year)

District: BKSD=Banks, BSD= Beaverton, FGSD=Forest Grove, GSD= Gaston, HSD=Hillsboro, SSD= Sherwood, TTSD=Tigard/Tualatin

SSID #

Example: “Kolter, Kathi T12 SSD 12345678”
· All 2011 and 2012 transition students are accessible through each district office admin assistant on disc.  If you need records for one of these kiddos, please check with your district office first.  

· Exceptions: Banks and Gaston.  They do not have discs because they only have a few transition kiddos.  I can e-mail what they need as requested.  All other district offices have discs that are updated once a month.  
· The scanner does not like staples, post it notes, tape, Double-Hole punched, and hearing screenings with a receipt attached in ANY way.  Please COPY the hearing screenings and submit the copies for scanning.  The items listed jam the scanner…every time!  Remember:  Staples BAD—Paperclips GOOD!
· If you do not see the file you need listed or it is not available through the District Office…please submit a request to recordsrequest@nwresd.k12.or.us
Please give the following to identify the student needed:


Name, DOB, SSID#
· Please allow 24 hours for an average request. If the file is not scanned yet, I have to do so and place it properly for viewing.  Sometimes I can send them right to you within minutes if everything is in order but this is not the norm. 
· Older files have been archived and not scanned.  I need extra time to request these from Iron Mountain (at a cost to the ESD.)  I would like to only order from archive when absolutely necessary…to keep costs down. I need about 48 hours, sometimes more, to get the file from Iron Mountain.  

· I process ALL records requests (within the ESD and outside agencies between 10:00 AM and 12:00 PM daily.  I understand there will always be urgent needs from time to time…but please plan ahead to avoid unnecessary wait-times.

· If you are looking at any student record on the O Drive or that I have e-mailed you, please assume that is ALL the info I have in the file room.   When I receive distribution or immunizations or ANY other documentation I scan it immediately, usually the same day which makes it available the following day, after merging, naming, moving, etc.  There are few that have additional paperwork (filed over the summer while I was out of town) that have not been scanned. If you suspect this may be the case please submit a request to recordsrequest@nwresd.k12.or.us and I will pull the file to check. 
· Single PDF documents may not be in exact chronological order.  However, the document is searchable so you do not have to scroll every page to locate what you need.  As you know, some of these files are several hundred pages and are scanned in pieces.  I do the best I can when combining the pieces into the single PDF document. In the interest of effective time management, I have not been able to put all PDF’s in exact chronological order.  
· If you notice an error in an electronic file (wrong student’s info, mixed with another student, duplications, etc.) remember that it DOES happen…just shoot me an e-mail at to recordsrequest@nwresd.k12.or.us and I will fix it.  

· Hung is working on giving read-only access to one admin assistant at each district office, so discs will no longer be necessary.  There is no ETA on this yet as far as I know so I will continue making discs until then. 
· GOAL:  Hopefully, by the 2012-2013 school year, ALL EI/ECSE records will be scanned and electronically readily retrievable, disc-free.  Currently, I am scanning AND filing hard copies.  This consumes a great deal of time to maintain both so please be patient!
· Regional and Audiology files to be scanned in the future…eventually.  Stay tuned!
[image: image3.wmf]The Life of a File[image: image4.wmf]
1. New referral is received from EI/ECSE.  File is labeled, bar-coded, cover sheet is created, new file is scanned and the green file is marked with an “S√ “ to indicate that all info contained within has been scanned.  A piece of red paper is placed on the right side of the file.  All scanned paperwork is placed under the red sheet to notate that it has been scanned.  If any paperwork is ON TOP of the red sheet, this indicates that it needs to be scanned.  The cover sheet, procedural safeguard, and registry page is placed on the left side of the file.  
2. To create a cover sheet all new referrals need to be added to a master list to generate a bar code on the cover sheet.  Then the master list in EC Data needs to be loaded, run, exported and updated once a week.
3. After adding student info, generating a cover sheet, scanning and placing the red sheet in the file, it can then be placed on the shelf in the file room.  

4. After scanning info, PDF documents are sent to a folder where I need to create a title for each one. I pull the name up in EC Data to be sure the info I am entering is current and correct.  After titling, the folder is moved to the appropriate transition year and district where it is…finally…ready for viewing.

5. When distribution arrives in the file room from various sources, I scan each student’s document(s) immediately; name and move electronic file to be viewed.  Then I file the hard copies 2 hours a day.  This process ensures that all current documents are scanned and trapped for more expeditious availability to you.  Hence, the electronic info is available first.  The hard copies are filed later, but everything on the shelf in the file room waiting to be filed have been scanned and placed.  
To check out a paper file from the file room

1. Have your barcode on your name badge ready.  If you need a new one…let me know.

2. You must check out the file with me every time the file leaves the file room…even if you only need to copy one page.

3. Return to the blue bucket outside the file room door. 
Kathi Kolter

Administrative Assistant/File Clerk

Phone: (503) 614-1471          Fax:      (503) 614-1619

recordsrequest@nwresd.k12.or.us or kkolter@nwresd.k12.or.us 
Records requests processed daily between the hours of 10:00 AM-12:00PM ONLY
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