
 

Sealing Student Records 

Step 1: School site received a Court Order to Seal Records. 
Step 2: Place the student’s cumulative file in an envelope. 
Step 3: Seal the envelope with tape. 
Step 4: Put a label on the outside of the envelope with the following information: 

 Student’s Name 

 Sealed Records per Court Order #...DO NOT RELEASE RECORDS 
Step 5: The sealed envelope is to be kept in a secure, separate area, away from the regular cumulative files. 
Step 6: Input the information into Aeries under the following 2 sections: 

1. Discipline Record: 
a. Records have been sealed per Court Order #... DO NOT RELEASE 

i. Tag with Red Flag 

2. Record Access Log (RAL): 
a. Records have been sealed per Court Order #...DO NOT RELEASE  

i. Tag with Red Flag 

If you have questions, please contact Student Services at (949) 936-5171.    
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