
Hawai?i State Public Charter School Commission - 7/15/20

Requestor fills out and submits 
H?lau L?kahi Charter School 
student record request form:

 

https://bit.ly/HLrecordrequest

Incorrect 
or missing 

info?
Yes No

Commission emails 
upload link to requestor 

via ShareFile

Commission notifies 
requestor by email of 
incorrect/missing info 
and option to submit 

new form

Requestor 
submits new 

form?

Requestor uploads:

1) copy of government- 
issued photo ID

Requestor 
name different than 

when attended H?lau 
L?kahi?

Yes

Requestor uploads: 

1) copy of government- 
issued photo ID

2) official documentation 
of name change

No

Requestor 
uploads necessary 

documentation within 
10 business 

days?

Yes

No

Name & 
birthdate in uploaded 
documentation match 

form info?

Yes

Commission 
searches 

requestor's 
student file for 

requested 
documents

Requested 
documents 
available?

Yes

Commission 
transmits copies 

of requested 
documents to 

recipients indicated 
in request form

No

No
Commission notifies requestor that 
uploaded documentation and form 

responses do not match

Commission 
notifies requestor 

that requested 
documents have 
been transmitted

Requestor 
uploads correct 

documentation within 
5 business 

days?

Yes

No

Commission 
able to provide 

alternative documents 
or information?

Yes

Commission notifies 
requestor of alternative 

documents or information

Requestor 
authorizes 

transmission of alternative 
documents or information 

within 10 business 
days?

Yes

Commission 
searches for 

student record 
with provided 

name and 
birthdate

Commission 
locates student 

record?
Yes

No

Commission notifies 
requestor that student 

record for provided name 
and birthdate is not 

available 

No

REQUEST 
CLOSED

REQUEST 
CLOSED

REQUEST 
CLOSED

No

Commission 
notifies 

requestor that 
requested 

documents are 
not available

Yes

START
Request Process

 

for H?lau L?kahi 
Charter School 

Student Records 

Commission emails 
requestor copy 

of form responses

Commission 
reviews form
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