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‘bear'Colleagues:

; -1t is difficult to believe that two years have passed since the
enactment of the "Family Educational Rights and Privacy Act.of 1974."
In that time the original statute was -substantially amended, the pro-
posed rules were promulgated, distributed and much discussed. 1In an
effort to assist local school districts in developing local policy

and rules in accordance with the proposed rules, a committee of staff
members pf this Department drafted ‘a model school policy and rules.

On June 17 of this year, the final rules on education records appeared
in the Federal Register. Copies of the final rules and the comments of
the' Office of Health, Education and Welfare were sent to all school ’
districts in Ipwa via the mailbag.

. d

The Department staff members who develpped the -earlier version of
the model policy and rules ‘on student records have reviewed the model
in light of the final rules and again present it in revised form in
the hope that.'it will be of use to those persons developlng and imple-

'mentlng 1oca1 policy and rules. ‘

4

. ; o S Sincérely yoﬁrs,

RO ERT D. BENTON Ed.D.
. , . State Superlntendent of Public Instruction
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] MODEL POLICY AND RULES GONCERNING IDENTIFICATION, MAINTEN}LCE T
. AND DISSEMINATION OF STUDEVT PERSONNEL RECDRD DATA

. ! .

"Student records are an essent ial part of -h» educational précess. To

serve this end, information abou: studer ;° i+ required by “aw, or o+ ook
is considered necessary in accor Tish . the  de_ ideis] "o0als, .ad o =c 3
established by the school distri . ani its su -.n s, sh' il be cc : ac
maintained under the superv151or “F ot profes-_or il oan 01D o fie
certified staff

Collection, dlssemlnatlon a reo.
should be controlled .by* proced : . : - orimes
of the district adﬁ its sub— o T & TR
the best interest, of the stu 5L L preae CoL- o oozl at.
“f ghe various tybes of recor

The intent of rules concorning  cudem s to  _ i 1 poli
:1d procadures, to protgct th: richs o oof too .aal o an iphasiz.
ne concept of free flow of informa 1 HDerue Tetg, s and schoal.

3

It is of the utmost :mpcrtance t-aat a 4 _.. ion e - 'tween '"sclic
and "rules." " Policy is that general staterc. slreczion n by the boar-
of directors to. all concernec. Rule .s thot ro  ure aczve .- i by the =choc
administration by which tre policy is¢ to:bs Eh:ee Cut. detail ‘tae

application of policy to :specific cir umst:

Model S:atement of Poliéy

. ! . v

5

Hﬁlle the pollcy may actually have been def=wmined by Cgngress, iz woul.

be appropriate for school boards to consider formal approval |of languaca

similar to the follow1ng » N

; An aqeurate record shall be maintained : or wiTstuaents atcending

/ .nhe ° Sctool District. Records of
‘a student shall be reasonably accessible to the stucdent 1f 18 years
of age or older or to parents of that s*udert. Stucent fecords-

shall remain confidential. ’ b : )

t

~ .

Model Statement of Rules

3 - - >
I. Purpose of Student Recor: .. ‘€
Stddent records are collected and maint. ined to facilif-
the instruction, guidance, and'educatioral progress of thD
student and for legltﬁﬁate research. .
_N IL. Definitidn of, Student Record . ? ~ LT

. N ’
#

A student record means anything for others to see or hed{/COncern—
2 : : : : s r
ing the instruction, gui’ancé and educational progress of a stu-

. dent which ig maintainer my medium % “uding, o 0 ¢ limit
writing, p(int, film - = v i
- \\ 7
e ;



A, studcnt record 1is dlstlngtlshable from personal,

~ - .

professional

" and wo~ -ing notes tn/%hat t' 2 latte two are in. nded for use
‘b ‘ector only. Suc. tes 20 not usecom: a student record
ur © made availabl. ther’persor ther than the
S ubstitut&. S -* #ng other t:.. with a substitute
o & -nQw ba51s autzm. ~ally makes thes lotes.a student _ %
.+ reco:r . “o the p811c ad rules governiag student records.
) A sub: tur -u11 féan a p-- u who is replaci- -3 that ‘certificated
+ school empl ‘who is the . -‘nator of the no: =8 and who is absent
. from ; -‘gn- -esponsibilit : )
\ ) .I} “ ’A
ITI. Age ¢ NS oL Y3 ) -
Wheh_ udz=xt redches age i§{attendin instisution of post-
secon eauzzzion, the pe——. on ur conse.. quired of and rights
give ‘ar:zacs shall be r- d of and .r:imr-  only tn the student.
. Ta! - nut 2ffect the ri.n: of parents - . _pendent children to
’ ha c.g 7 zhe student' ational racords .
Re “ce s made to the rig:- “fforded t* . —arznts-of students. It
. st be un:arstood that f¢- purpose : I thesze-rules, the'term -
. P§ means - ither natural it, legal guardian, or an 1nd1v1dua1
ac: as a puzrent in the at se. - of a parent or guardlan ‘
” . / N ~
. ., "It will be przsumed that ei:zher parent may/éxetcise the rights
(_ granted parents under these rules unless documentary legal ‘evi- ’
‘ denze shows that a paxent ‘has been expressly precluded fromh .Y i
( exercising parentaf rights. The mere,awarding of custody to one
; . parent shall 'not preclude the parent.not having custo fro ’ .
. being granted access to the student's records unless: gze sta
.. person i charge of the records has reason to bé 1eve\that e-
leas= of the records will be detrimental' to tﬁe student s welfare.
7 »
~ In the.event that the student is institutionalized; the r1°h*r
afforded to parents under these rules shall be granted to.the
¥ apprcvrlete instifution or agency.
IV. Ropht to Challenge and Hearing Rrocedure
Parents qhall have an Opportunlty for a hearing to ‘challenge the.contents
.0of their ‘child's school records,’ td insure “that the records are not
inaccurate, misleading, or otherwise #n v1olat10n of the privacy or
other rights of the student, and to prov1de an opportunity-for the.cor=
. rection or deletion of any such 1naCCurate, mlsleadlng, or otherwise
: inappropriate data contained therein, )
‘ ¢ -— . . >‘ ..
- A parent wishing to challenge the content of the student's school
gecord gshall make written appligéfibn to the building principal.
. . Within ten days or at a’ time mutually agreed to, an informal hear--. )
: ing shall be held to determine the valldlty of .the\challenge. The W,
/kw pare: of the ,student shall be given reasonable ?otice of the time,
L plac nd date,of the hearing. .The hearing panel-shall constst of
. an ¢ I number each of certificdted guidance Dersonnel 'teachers
L de minlstratorq (excludlng the %uperyﬁtendent) The panel shall
' § ) L . . ' .
a ’ .-fh'\ . . "~ y ‘
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hear evidence relevnntto’Ehe matter including representatives

. of appropriate professiona® disciplines. Challenging parties

shall be afforded a full and f{air opportunity to present evi-
dence relevant to the issi#s raised and may be assisted by
persons of their choice at’their own expense. The decision may
include any educat1onally reasonable action with regard to the
challenged portion of the education record and may include alter-
ation and Meletion. Grades may be«challenged only on the basis

of accuracy Ain recording and not on the basis of evaluation.of
performance. A written decision shall be rendered “as _soon as
possible and included in the record but in no case more than

five school days after the hearing. The decision shall be based
solely upon the- evidenced presented at.the hearing .and s‘al¢ in-
clude a summary of the evidence -and reasons for the dec1sf0n1
Should the parent be dissatisfied with the decision of ‘the panel,
the parent may, within ten days, request a review by the - Supetin-
tendent. The Superintegdent shall, within ten days of the réquest
for the rev1ew, either sustain, modify, or overrule the decision
of the panel.  Persons challenging the content of ‘student records . °
shall be informed of the right _to place a written response in the
record. No person with a direct interest in the outcome, qQr

. responsible for placing the challenged information in the record,

may participate in the rendering of a decision. Should {the Super-
intendent-have a personal interest in the outcome or if the Super- ¢
intendent was originally responsible for placing the challenged = :
information in thé record, the Board & Directors shall. designate

a Superfntendent of another district or an area educat1on agency

adm1nlstrator to review.the decision.
I ]

w

(Comment: This procedure represehts only one of several alternat%ves'

for

VI.'zColleCtlon 9£ Data

<

&

VII.

-

a

consideration.)

’

e ' €
N .
This secticon is not to preclude 1nformdl settlement of dlsputes
over stuwent records and; their content .when- the ehailenging party
and the school arr1ve at a. mutually satjsfactory. afrecement.

Right to Respond k\

The parent shall have the right to resdond in writing to any
information in the record and have the response become a part
of the record. - Such’ responses “shall be disclosed to aiparty
whenever the challenged or objectionablh material gs d1sclosed
to that party/ . / h ’

rY;
-

4 -’

Surveys or_similar data gathering activifies shall confgfm to oy
the approprllte rcgulat1on€ promulgated y the Secretary of 5 -
Health, Educgtion and Welfare. . ‘ . N e

. ! e 1 B A . ) . » ’

Qirectory Information <

The .prindipal.of each attendance‘center may release the following
types of information to the. pubI1C\qs the principal .sees fit, keep-

» ing in mlnd the pr1vacy of the student and the student s family
g - S P
b ‘ e f



and ‘the totality of7the-surrounding-cirgumstances: name,,
address, telephone listing, date and place of-birth, major ' )
field of ystudy, participation in officially rechgnized
activities and sports, weight and height of mefmbers of
athletic teams, dates of attendance, degrees and awards
received, the most recent previous school or institution
attended by the student and othér $imilar information.
(Comment: Delete inappgopriate items as Hdesired. This section is -
“valid onliiwhen used in conjunction with Se€tion Qy.)
. - ¢
Thisisection shall nqt allow the release of any of the above . »
information to which a parent has filed an objectign in writing.
When a parent so objects, the student records shall be cleerly
distinguished and identified.as to what types of information are
i not to be released regarding that student. :

.

VIII. Classification and Maintenance of Data

For ;he purpose of security and access, student data should be
class1f1ed The recommended classifications of information

’.

9 A about,students collected and maintained by school personnel are :
e | cateéorized as folloys: . . s
- . v ) > A C
4."Cétegor¥ I - Permanent Records Yo
;7 Official permarent records constitute personal data necessary
[ for ‘operation of the school system, and 1mportant for student.,, .
needs. '’

3

“ -

\x‘*‘r“df—~{dent1fication data, e.g., name, sexe birthdate, ‘address,
¢ ' parents name, and address, telephone number. :f .
Y .
~' 2. Race or ethnicity (as stated by the student, and if requested
o for statistical purposes) : |

" - .. '/r i 4
. 3. Attendance data. r/ g
g . d 3 ’ ~
S L. Record of achievement, e.g.,.grade level, completed.
{
( 5. " Date of graduatign, - .

6. \Follow -up 1nformat10n after graduatlon
l*‘—'

L

' - v »

\+ Maintenance of Permanént Records - e
. ' Category 1- Termanent Records shalm be mag§ntained in perpetu1ty
Updatlng is to-Be gone as changes gpccur. For the purpose o .
securityy, 1denb§ca1‘dupLicate dﬁt’fshﬁl} be maintained in,secure d
i
a .

i . ' files in separate ‘locations.

. et .
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B. .Cetegorz II - Cumulative Records L

“\ _ ~

e This classification includes information of importance in - _ %

«helping the studentrand protectingigthers. The information
contained-in this category is not absolutely necessary to

the operation of the school system, but is -of a morés’sensi-

tive nature and of less historical importance. These.cumu- .

lative recards shall include general and observational data.
' % . . - i t ,
. i A -

1. deneral Da{a ’ -

¢ . a. xHealth information. : ' " .
n.v/Fanily background{data,' . |
“e. St'\andardized aptitude ttests-. § )
d. ?tandardized intelligence scores. - : ; -

-

e.  Vocational interest inventory.

N <
- .
o, 0 ~ N /‘
b . . .

f. Educational and vocational plans. - L e

. “ - - ' ’ . -
‘g. Honors and aetivities., : N
v K -

.

Z; Observational Data .7

. . LN

a. "Objective counselor or teacher ratings.
s . . .

S 4 P

b. Reading reports.
c. Discipline data.

S "d." Reports of. support services.

- .Maintenance of Cumulative Records L & )

% ‘Category II - Cumulative Records shall be kept objéctive, factual
' ‘and devoid of valuesjudgments. ° Care is to be exercised to insure
~thé accuracy of data. Reported behavior pattern and specific’
"incidents are to be unamblguénsly descrlbed and clearly verified
" prior to becoming a part of any record Informatiom may net be
placed in a student Trecord which dofs not have relevance to the
education of that student. School. personnel should be aware that
what-they write for the record about a student, in afy and all
contexts, may be shared ‘with. the student or ' parent.

L]

-

S

The- data clasS1fled as Category IT - Cumulative Records shall be'
reviewed periodically and at a minimum when a student: moveés from -
elementary’ ischopl to middle’ school/Junior high school and from
middle school/Junlor hlgh school ‘to senlOr high school and when
the student transfers “out of the district.. MNe more than three
.years after 4 student graduates or ‘is permanently dropped from
school, Category II - Gumulative Recofdg_should be destroyed and ',
selCLtLd ‘data that may have permanent usefhlness should be trans—
ferred to the permanen§ record. i

T
>

Y e - .

o . I ' - v ‘ r -
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'C.',Dissemin%tion of Permadent'and Cumulative Records .
b - ’
. ):, (‘ . i .

‘Wfitten cbnsént for dissemination shall be signed by a. parent and .

datedrand’ shall include ‘a specification of the reco#d
releaged, he reasons Jfor such release amnd naﬁes of ¢

or class ‘6 parties to, whom such reeords may ‘be. released.
'?

oA '_DisseminatiOn of Permanent and Cumulative Records and the
: mation contained therein may be made to only the following ‘with-
out prior written consent, subpoena or court order and then only
- under tse terms specified , o
- N T A o
Ll Certificated school staff émployed by the' districty X
: clerical personnel responsible -for the custody and,
; 'keeping of the retord, and Certificated staff of the
B , Aarea education agegﬁ%jéirving students in¢the district,
' who hAve.a legitimdte’ educational interest and Sther
persons on the staff .who have b en . determined by the
& superintendent, principal or person in charge of the
attendance center to have a legitimate educ§tional
interest. . . , \ “ 3%
p . . "
2. The Board of Directors s1tting as a whole when deciding
© matters regarding individual stud; L
J o

’ 3, Officials of otheZ;schools or éﬁﬁo@i systems in which
' the student Seeks'‘or intends to enroll, upon the condition
that the student's: parents be notified of the transfer, and
have the opportunity to requeﬁf a copy of the record at a
~ reasonable cost if-desiréd,, and to’ challenge the content of
/> the record in accordance w1théSection Iv,

% ;;‘he education records of/a nonpublic school student enrolled
; courses or, receiv1ng serv1ces from this school distriet.
may be shared with the certificated staff of the nonpublic
vw:‘,'d qschool in which the student is also’ .enrolled, provided that
RS the parents of the student are notifiede

oo
4

ARy \'r . »
A iﬁy4. Authorized representatives of Federal and State educational
Tauthorities auditing and evaluating Federally supported

education programs. . , _ <

. . t
5. . Financial Aids officials in Eonnection with a student's
"~ application for, or receipt of educational financial aid
and only that information which is necessary for the
receipt of such aid.

-
[

6. State and local’ officials or authorities to which information

is required to be reported to disclosed pursuant to state
statute adopded prior to November 19, 1974,
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10.

1.

T

. . \
Orgahizations.vnnducting stludies in this school district.
for the purposc. of developiag, validating, or administer-
ing predictive tests, orgadizations administering student
aid programs or organizations. conducting ‘studies for the

‘improvement of instruction,

. 4
Such studies shall be conducted in a manner which will n;:\\\'
Permit the personal identification of students and their
parents-by persons other than representatives of such,
organizations and destruction of such information shall be
required when no longer needed for the purpose for which
they were conducted. -

Accrediting organizations in order to carry out their
functions. , .

: - / R A it
Parents of a depeniﬁnt student as defined in the Internal
Revenue Code of 1934. It shall be presumed that a student .

is a dependent of” his or her parents until such time as

. substantial proof to the contraty is shown. Anyone alleg-

ing facts to the contrary shall be given up to 15 days to
produce substantial evidence of the fact during which time
access shall not be granted. ,

-

Appropriate perso in the event of an emergency if such
information is ne¢cessary to protect the health or safety of
a student or other persons. Whether a true emergency exists
will be determined by the seriousness of the threat, the
need for the information to meet the emergency, the ability
of the person to whom information is released to deal with
the situation, and the extent to which time is essential:

Category III - Tentative Records

~&

This classification includes information of clear importance to .
the educational process but not absolutely necessary thereafter.
These records include data of a potentially useful nature, but
are also of a subjective or clinical nature. The following are
examples of tentatiwe records. '

Those data which relatg to personal data sheets, and
psychologists' or counselors' recommendations.

All déta which'ﬁave been collected by a certified psychol-
ogist from any ‘source pertaining to students who have been
subject to psychological studies. :

External agency reports include confidential reports received
from cooperating agencies such as child welfare, juvenile .
courts, hospitals, etc., as'well as those from private
practitioners who are working or have worked with the student.

Data may include reports of personality assessment, both projective
- and nonprojective; developmental histories; case studies; personal

observation; and impressions-based upon available data.

- ! N
- . . o
.
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Maintenance of Tentative Records

Category III - Tentative Records must be maintained separately
from Category I - Permanent Records and Category II - Cumulative
Records, in order that their tentative nature be protected from
-unauthorized use. Tentative Recgrds do not become a part. of

the student's cumulative folder nor do they become a part of

the Permanent Record. Tentative Records shall be kept in secure
files for only such period of, time’ as they are relevant to the
work with a particular student. '

Data in Category III - Tentative Recotds shall be reviewed at
least annually. When their usefulness is énded, they- shall -
either be.returned to the originator or destroyed by shreddlng
or burning. ' :

Dissemination of Tentative Records

These records may be shared only on a need-to-know basis with
other certificated school personnel within the school system

at the discretion of the person in charge of the record. Such
records are not ta be duplicated without permission of the
originator or the person din charge of the record. Requests

for these records from other agencies must be accompanied by

a release signed by the parent, and be referred to the originator
or the.person in charge of_the'record. .
These records remain confldeptial However, the parent is o
entitled to see such record®:and not merely to have items
selected and read by schooli§fficials. A challenge to the
Tentative Record shall follo he procedure set forth in

Section IV. N

IX. Personal Professional Working Notes

Data of this category shall consist of those data maintained in confi-
dential personal notes of professionals in the school. (e.g., teachers,
school pSyChOlOngtS, school counselors, school nurses) These data
shall be maintained only so long as they are useful to.the professional
in contacts with the student. These data are not subJect to required
velease to parents or their legal representatives except, in compliance
with judicial order, or orders of admlnlstratlve agenc1es where those
~agencies have the power of subpoena.

(Comment: In 1nterpretatlon of thls section, refer back to Section II,
Deflnlthn of Student Record.) )

X. Computerized Data‘Bangs

Computerized data banks pose special problems of maintenance,
Téecurity, and access. Procedures developed for dealing with
computerized data banks shall be in accord with the following
principles: ‘ _ . -

e



K. There must be no personal data record keeping system whose

' very existence is secret. : A ;
. - b o .

B. There must be a way for a student to find out what infor< -
mation about ithe student is in a record and how it is 'used.

L. There must be a way for a student to prevent information .
" about the student that was obtained for. one purpose from
being used or made available for other. purposes without
the student's consént. - ' -

D." There must be'a way for a student to dorrect.or amend a
record of identifiable information ab0u§?the st'udent.

E. Any organization creating, maintaining, using or dissemi-

nating records of identifiable 5ersonal data must assure ’

the reliability of the data for their intended use and

must take precautions to prevent misuse of the data. .
. . A :

(Commept: The above rules-should be considered for adoption by districts

utilizing computerized data banks) - ' ’

XI. Administrative Responsibili:zjfdr Student Records

A. The superintendent or the Superihtendqht's designee ‘'shall be
the custodian of all student regords maintained at the district
level. Even though the superintendent designates someone to be
custodian of all student retords at the district level, the
superintendent shall remain primarily_responsible for all student
- records. : | o

B. The-principal or his designee shall be the custodian of all
student records at the building level. Even though the _
ptiﬁcipél‘designates someone to be-custodian of all records
at the building level, the principal shall remain primarily

, . responsible for all student records.

)
-
L

. . L - + .

C.  The principal shdll make maximum provision for protection of
student records. from review by unauthorized personnel and for "
maximum physical security of such student records.

. - * .

D. The principal.or'a designee is responsible for classifying student
recqrds angwmaintaihing them so that each student record can ¢learly
. be identified by classification,” for reviewing the files and
delef?ng cumulative and tentative student records when necessary,
“and for granting or denying access to student records on the basis
of the policies or procedures set forth in this document.
E. . The principal shall ensure that the schoo§\staff under the
N ‘principal's’-jurisdiction réceives periodic instructions and
o4 2 “training regarding the privacy rights of students and parents.
: The procedures for collectioﬁ,'maintenance,_accessibility,
, ' . dissemination and retention of’' student information- §hall be
. .. reviewed periodically for the staff by the principal.

N £

<
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XIT. Maintaining Log or Record of Requ.  for Information

‘

There shall be maintained as par “hé records file a card
which shall be kept permanently 1e- file of the student
for inspection by the parents. ard shall indicate the
legitimate educational or other :.st that each person,
agency, or organization has in information. Certifi-
cated school staff employed by © <rict and clerical per-
sonnel respon51b1e for the cus: keeping of the record
do not need to record their owr i to studegnt records un-
- less 'such access is pursuant tc asest for information from

‘a person not on the school staf or other than legitimate

educational interests.

- . . .
The ¢ard shall state the name, date. and purpose of the use of
the file, and must be made available to parents and to the
school official ﬁésponslble for record maintenance as a means
.of auditing the operatlon of the record-keeping system. In no.
casé shall the log’ bg accessible to ‘anyone other than the Ca
_parent’ or the official and his a551stants respon51ble for stu—
dent records. ; '
The 1og is not ‘required to show disclosures obtainted through
written consent when the gparty receiving the record was
specifically named in the consent form or. for disclosures of
directory information. Corsent forms shall be kept as part
of the student's record. '

XI1I. Types of Requests for Student Information

A. Teléphone Requests .

Requests for information via the telephone, except directory
information, shall not be honored when information requested
must be obtained from student records. -

-

B. Written Requests
Written requests for information may be honored under the -
following conditions: . .

1. The inquirer is properly identified.

2.  The purpose of the request is clearly stated.
o : ,

- 3. The type of information required is exp}essly stated.

4." Prior written consent is given by the parent except in
instances exempt‘under the provisions of Section VIII.
C. Personal Visit Requests for Information
Upon presentation of proper identification, a request for infor-
mation via personal visit shall be honored under the following
conditions: ’ :

k 17
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1. The inguirer is properly identif cd.

2. The'pufpose of the request :s eLearly stated.

The type of information required exactly stated.
Prior written consent.is give- : parent except in
instanCes exempt underuthe p- of Section VIII. C.

A peres51gnal staff member shi: . be present durlng the
B entire in-person visit and be available to interpret
v the data to the visitor. » ‘

3
. . N

- @ 6: %,reéord of the visit shall -¢ made.

XIV. Sources of Reqiests for Information

>

"A. Parent, Student, ~Former Student :r Parent of Former Student Under
Age 18. o . . .
. " , . : _ ' ) 3
1. A student's parent shall have access to educational -
records by'scheduled éppointments. )
] | i
2. A c0unselor or other school official competent in
' 1nterprethg student records must be present to
: explain the records that are examined. :
. . ‘ S i
3. The following exception shall be made. to the pr1nc1ple
- - of parental consent with respect to a.student's age and
his legal rights: A parent of a student or former stu-
dent shall have dccess to the student's records as long

A as the child is =~ pendent It shall be presumed, until

4 o suffidient showing to the contrary, that a student attend-
o ing school in this district is a dependent of his or her

e . parents. . ) -
-;@;; e 4. Parents shall be granted the opportunity to copy student

it ‘ records at a reasonable cost, not to exceed the actual: cost
of reproductlon

B. Family Members Other Than Parents

Reqhests‘for information contained -in the student's record ghall
not be honored when made by a student's relative or immediate
family members other than parents, whether the request is made
in writing or in person. The release of information to those
persons can be made only with the consent of the parents.

C. Certificated Schooi Staff

Only certificated school per/pﬁhel who. have a proper educational a(
‘purpose shall have access to”“student records. Staff members shall
respect- and observe the importance of the student record. - The ,
utmost personal and professi%pél responsibility is r quifed in. the
uses 'to which they put their specials knowledge aboug'a student.

Y
N ) . . 1%— : : : | N ' }, .
O
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D. Norcertificated School Staff T
Noncertifi ated school staff wili have access to student
records only in the'routine performange of duty under ‘
supervision of a certificated person)/ They will not*
evaluate or interpret school records. )

‘

’ ’ - - . ]

E. Board of Education

‘Requests for infiormation from the@?oard of Education as a’
whole 'may be honored ‘'under the sa éguards established for
staff requests.

LN

F. Court; Agency or Institution_ \ “ ' ,<5

should be directed to a specifically named representa
therefrom. Requests for information of1g1nat1ng from any : '
federal, state, county or local agency having any legitimate
interest in the student's record and exXercising the power of
judicial_order or subpoena may be processed according to

" these regulations so long as the use is consistent with their
statutory powers or responsibility. ‘

. A J
All information released to a ¢ourt, agency or institu%n. /
£

)

A reasonable effort shall be made to give notice of the redeipt.
of the order or.subpoena to the student's parents prior to ;)
compliance. -

G. Otﬁer

No other person may have access to any data in a student's
records except under one of the following circumstances:

. 1. When proper written cons%pt to the acgess of such records
has been obtained.

a. The consent must”be given by the student's parent
However, when a student reaches 'the age of 18 years,
his or her consent and not ‘that of the parents must
be obta1ned for access of the 1nformat10n

b. The written consent must specify the records to be
~accéssable and to whom they are td be accessible.
Each requedt for conserit must be handled separately.
Blanket permission for the access of the information
shalI not be honored.

o
2. When data for outside resqarch purposes are pbtalned in 5
Such a manner that no individual student is 1dent1f1able. kY

' an exception under “Section VIII. C.

¢

el

v
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XVLI.

XVIITI.

- : N ]

Koi Students and Parents - Direc: ory Informa th

°

The . at’ handbook or simtlat publicztion given .ich studen,
col. i:nlo.g general information about the school-sh.l1 COntain' BN
the wing statement whieh shall also be pub]isa( t least >
anns in a prominent place in a newspapar of = circu- _
lat -n the school .district. S ‘
The ,llow1ng 1nformat10n may be released to in regard
IV individual student of the school dlst' :SS .ty or
R @ .lity arises.. Any student, parent ¢ 't wanting
thi iz ormation ‘released to the public, mi.- :tica in
“vri . to the principal or dther person i: 1e, £ zthool
whi he student is attendipg.. It is. des. gy ais
Vb Lon at the beginning”g?geach school -7
N NAME, ADDRESS, TELEPHONE LISTING, _A” B
OF BIRTH, MAJOR FIELD QF STUDY, PARTZ. ‘N
OFFICIALLY RECOGNIZED ACTIVITIES AND S. - EIGHT
AND HEIGHT OF MEMBERS OF ATHLETIC TEAMS, .-"7. OF

ATTENDANCE, DEGREES AND AWARDS RECEIVED TEZ MOST-
RECENT PREVIOUS SCHOOL 'OR INSTITUTIOM AT”“\DEF BY
- THE STUDENT AND OTHER SIMIf.AT TIMAY

Y

ot '

L

Nonpublic School Students Enrolle ~uszic-Scnool Offerings

-y .
Théﬂpublic school records of a non,. iblic school student attending
the public schools shall be available to the parents of that stu-—
dent to the extent that student,ls in>attendance ln schools belong-
ing .to this d1str1ct. ' :

The education records of a nonpubllc school student enrolled in
courses or rece1v1ng services from this school district may be
shared with the certificated staff of the nonpu§11c school in

whlch the student is also enrolled, prov1ded that the parents

of the student are notlfied.

Minor Students

o

All Students under age 18 shall have reasonable access ;o their

. records. The withholding of any .material from the minor student

must be educationally justifiable or. a result of parental request.
These records may also be utilized in counseling minor students.

-

Q
Thirﬁ Party Permission Release

4

Except for the release of. directory 1nformation, every time confi=-
dential 1nforma£10n regardlﬁ? a student is released to other than
the student, parent or local school personnel, it shall be accém-
panied by a letter 1ndicat1ng the confidentiality of .the material,
and the necessity for obtaining written consent prior to release
of any information by the third party.

.g~
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=% XIX.

X .

XXI.

l_/ ) . - N 3

'Notice of Rights . I ,,1 ] L o
D - v -,

The, school administration shall cause o be publ:shed; at _east
arftually, in a newspaper of general deireulazion in the distrlct !
and in appropriate s hool\publications, notificatior of the
rights ‘accordefi¥’students and parents under 3ch00! zove ‘n-
ing 'student records. Notice shall be sent ¢ dv n e
language of the parent), ‘or student over the W o B

+ langluage other than English ig necéssary’tovr' v ¢ not-

b ' - s - ~

(‘ommen=: See Model Form 2f Notification', pac

) -t .
Publication of Policy §nd Rules : i

Thc;school district shall publish and ¢ _ T e ed

persons upon request at each attendance ¥ - 2O o 8

and rules pertaining to the maintenance - ident - zcorc
.,The‘Right to Withi Information"‘ d ,

In’ the course of processing a. request for information a“ng:onable
doubt on any aspect of the request or concern about the authorization

to pr0cess\the request shall be deemed sufficient v .- n for the
staff member to act in a prudent manner anc to wi::n all :r - -t
of the information until such time as the .estior - 1 olved. <ivery
reasonable effort™shall be made to comply —thin =2 _3v of the request.
<
v ~
< ‘4‘ -
, , )
S
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i
The < e ' . 51 :

m:intains records on eac : - on ~
guv.dance and educational , an 2 i

ition  dout the student . edu. 1o Lol . e

. ° fad o 3

)t ~“llowing types oI aec. ds: . ... . t-on da: . L ,

2ec . achievement, family osackgr- d . otituac ce L al zn.

ocat .al plans, honors and z:z:tivic. , .. ne dat ., acTLv se.or or

eache_ ratings and observations. an ~xt - lenecy 1T aperT .

" The records. of -each student are¢ gene: ~ated n.t school diz
which he or she is attending. /wy_cncey aevno _ed- “he stu ‘
other records or by the _person 1 charge . ST main- =r. for eac icnool ;
building. The name and positi- of the P ore e e mairntenarce of
student “records for each schoo uil! ng st o€ '

"School . . o ] Fosition
‘ N ¢
N, -
f" -
L]
r

. . B : 4
The following persons agenc -s and -“rganizations may have restrictad
access to .student records without =-ior w:itt:n consent of the parent or :-udent
over thc age of 18 years. Any o: .- access t..student records shall .bg Ly
rit en‘bonsent or upon cou: order or legally issued subpoena, ‘

upon ;
( hoo %fflclals and tez .iers with a 1egitimate educational interest.
f1c1als of other schoc_s in which the s'tudent proposes to enroll.
C. Representatlves of \state and local government ‘when auditing and
evaluating Federal education programs.

D. In connection with a studerdt's educational financial aid applications.
“E. fGaovernmental ogficials to which information is to be reported under

' state law adopted priox to November 19, 1974.

F. Organizations which process and evaluate-standgrdized tests.

G. Accrediting organization: for accrediting burﬁoses. T,

H. Parents of dependent chi. -er . regardless of child's age.

I. In connection with an eme: .cy. o

Student regords arg review:d z-. inappropr.-.:e maferial removed per .. :ally,
but at a minimum‘when student mov=:: from eler:- ar§ school to middle ¢ .-- ./
junior high school d from midcle ::hool/junio~ .igh school to 'senior t sichool
and, when' a student transfers ou: of che distric Those records not of anent -
importance are,destroyed within thrze years of zauation or discontinue

attendance. .

) Parents of students-under age 18 and students ovér age 18 may exercise the
opportunity to review educational recprds of the student, to obtain copiés of
the records, to write a response to material in the record, to ch#llenge the
content of bhe recqrd on grounds of inappropriateness, inaccuracy or an 1nvasion
of privhéy, and toqhave the records explainec. :

-~ o J
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P
policies o .\ ;
responsib_ . r azai
#'This is ar. Zsbroaia..
Sectfon XX is qot re.

' The pr-nCLDal o
the followxﬁ: tvpes

—mind the priwvacy of
the surround "o -ircuns
place of bir-
activities a.
.of .attendar cu 4
or institu: io Srel.
hria.

[Delq?g inuppr .p

Any parent obje
a written-cbje-tipn -
in eac:

student recorc ;

publlcly rele:. sed.
Studemts 1nd p. e

and Welfar: complair:s

ccomply wit: federal ieg.

should be cddressed -o:

Department of Health Ec 1cation,
20201.

Washington, D. C.

ERI

Aruitoxt provided by Eic:

;,ng student

B st&ﬂéht and

. &
cising any rights unddr‘schpkl\
75 o the af sremer.tioned persons
s in ‘each-ouiliing. [IMPORTANT! _
Cwill ‘not like. e sufficient i'f

adopted rules. % : )

each affterdan center may release
'publicjas he :-es fit, keeping in
tudént' s famil

.and the totality of

k "
followed, i1
, qbtalned fr

i

iarm of noth
1ed ag part

-

1
¥ P
2rson 4in cha

information ¢

tances: nam ess telephon listing, date &and
leld of stud {gnﬁoﬁ in ¢. .cially recognized *~
reight and he members of dt: ietic teams, dates
! awards rc¢ ., £he mos. grt previous school
the stude:.. .-4 other sim. :aformation. -
use ]
1 to the pub. ~lease of irformation musf/glle
* :he aforeme.... I person msible for malntalnlng
1ilding and .c... nZormat sjected to, shall not be
may file with <he Departm »f Health, Education,
1cerning allugu. failures . hie school district to

iation dealirg --ith student 1.
‘he Family Eaucatlonal Rights
and Welfare,

cords. Correspondence
and Privacy Act Office,
330 'Independence Avenue, S.W.,
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: \ . ' CUMULATIVE RECORD REVIEW LOG .
] . I ':< . - '- R - | A3 . ‘7 \ < . P "
, (This log is not to he v ew{d by ‘anyone other than p{rent % -
o or person and agsistdn8ls responsible for ‘redords) v
X ',{, 4 ’ _/ : v /
- \ — 1. - Y :
N “ v ( ’ - o A?
N o ¢
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<" . ’ ™ % - '

.- Y L = FORM TIT ) : .
» L L . § -~ RECORD REQUEST'FORM ~ " = . - .
N [ . I}/. ; . T r, ,\ 4
lu . :
X A : . . ‘ V4 U
YSTUDENJ 'S NAME - . 1 GRADE
_DATE! '+ ‘ ATTENDANCE CENTER
. i
, . 4
REASON FOR RELEASE - 5 e : e
N Al v\’ ‘ ~ P VN
(3 - . o
N ' l /
PLEASE FORWARD MY CHILD'S RECORDS TO: , " v

A - — —
s

!
E - <
53

“ - ot

. 2% \
1 HAVE HAD THE OPPORTUNITY QREVIEW MY CH]ﬂ.D'S RECORDS AND. GIVE MY PERMISSION

.

FOR RECORD RELEASE.

# . @

= PARENTS SIGNATURE
PARENTS ADDRESS _ -
/'\
DATE
\_,—’ﬂr_ 9
- ) ,
\/.
1 ~



B A

. | L} . . L . ‘_q'_l.&“f . . 8[\ o . - N 4
ey CoFoRM-IV Lo e e '
. “y 4 _(Bchool Letterhead) - .' 7 Do
- o R P . . .
~ ('( .‘ K ) ‘ v )
Joe f>? SRR E
t : ,* : S e, . -
NOTIFICATION OF TRANSFER-OF. PUPIL RECORD TO ANOTHER %
). SCHODL SYSTEM OR POST SECONDARY INSTITUTION
. T e e e T R
? ' " ’ L ’l‘"‘ ' .
DEAR PARENT: ‘ »'¢ T : ’ . LA
*.YOU ARE HEREBY NOTIFIED OF THE PENDING TRANSFER OF ;
L : : . R . (Pupil's
L I .
SCHOOL RECORD TO _
Name) - ' (Name of School)
IN . K .
' - (Location)

¥

- :
SHOULD YOU WISH TO RECEIVE A COPY OF THE RECORD TO BE TRANSFERRED, PLEASE

RETURN THE BOTTOM POR1;0N?0F THIS "FORM WITH YOUR SIGNATURE

BY
‘(Date)
THE COST OF COPY IS _ PER PAGE. | ‘
* SINCERELY, - . a
p Principa}
e e e et e e e e - e e e e e el e e e e -
I WISH TO RECEIVE A COPY OF THE SCHOOL RECORD OF 8

¢ (Please Print Name
1 » " WHO IS MY (SON) (DAUGHTER) (LEGAL WARD).
N of Pupil) . ’ ,
SPECIFY INFORMATION REQUESTED - . -
THE COST OF COPY IS _/PER PAGE.
_— i . . s
IGNATURE : - ) DATE:
) ~— - ] ] o ’ . B A
i ADDRESS TO WHECH RECORD SHOULD 'BE SENT: ’ N
. ) . . . L
® . P - " ¥ rd
¥ - . {x 2
N ‘ 4- [ '.—‘
= 2 K N
' 19- ¥ ‘
{ , - © - | 3




FORM V. - - i .
(School Letterhead) :

> Lo
o 7

@ ’ . 4 . ~ . )
REQUEST FOR PERMISSION TQ RELEASE PERMANENT .
- Q%> ____ SCHOOL RECORD TO THIRD PARTY .
.- — :
'DEAR PARENT: - ”ﬂ§q3 o / ,

o o P
* . 'WE HAVE RECEIVED A R

i

(Name of requesting. person, agency, etc.)

.

FOR A €BPY OF ‘(accessemd THE RECORDS OF .
° R T

(Name of Pupil) .

Y

_ PLEASE INUICATE INgTHE SPACE BELOW WHETHER YOU ARE WILLING FOR US TO COMPLY

4

WITH THIS REQUEST

- o MAY HAVE A COPY OF (access to) THE
(Name of Requesting Party) '

(Name of Pup11)

FOLLOWING PAéTS OF - S | RECORD:

OFFICIAL ADMINISTRATIVE RECORD (name, address, birthdate, grade level
! cgmpleted, grades, class_standlng, '

STANDARDIZED ACHIEVEMENT TEST SCORES

Y4

INTELLIGENCE TEST7SCORES -

“K

« ___  APTITUDE AND INTEREST TEST SCORES
PERSONALITY TEST SCORES
. TEACHER AND COUNSELOR OBSERVATIONS AND RATINGS 3
RECORD OF EXTRACURRICULAR ACTIVITIES *
'FAMILY BACKGROUND DATA

STUDENT HEALTH DATA . ‘ : L o el

. , . . _.."\ . : , . ¢
/Z . OTHER (PLEASE SPECIFY) - . . .

'PARENTS SIGNATURE: ' . | . DATE:

3

. . t . ’
K . , B X
< : L . [ v v " //
’ LI ; ' ' . N

' @ 4 z;’r&"




FORM VI ,
RECORD OF INSPECTION OF PUPIL RECORDS
X

DATE:

RECORDS EXAMINED"
. ' . (Name of Pupil or Pupils)

- RECORDS EXAMINED BY:

(Name)

PURPOSE:




