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ABSTRACT
The model policy and riles presented here were based

on the final rules concerning education records appearing in the
"Federal Register" and are designed tc help thcEe developing and
implementing local policy and rules. The mcdel pclicy is a short
statement of directicn concerning student records. The rules,
covering 21 different areas, explain the applicaticn of the policy to
specific circumstances. The suggested rules cover such areas as
hearing procedures, consent far record disseminaticn, dealing with
computerized records, administrative responsibility for records,
maintaining logs of requests for records, access to reccrds, and
permission releases. Model forms included in the publication are a
model form notifying parents and students atcut reccrd access, a
cumulative record review log, a reccrd request form, a nctification
of pupil, record transfer form, a third-party record release form, and
a record of inspection of pupil records. (Authcr/JM)
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I.

MODEL POLICY AND RULES FOR ASSISTANCE
TO LOCAL BOARDS IN THEIR COMPLIANCE WITH THE

"FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF.1974"
(Revised November 1976)

IMPORTANT: THIS IS A MODEL ONLY

Do not accept any portion of this model as

local policy or rules until after full and

sufficient consideration. It is always wise''

to have proposed local policies and regulations

reviewed by legal counsel.

Des Moines, Iowa
November, 1976
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'bear Colleagues: .

It 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. In 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 lfflwa via the mailbag.

The Department staff members who developed the earlier version of
the model policy and rules 'on student records have reviewed the model
in light df the final rules and again present it in revised form in
the hope that "it will be of use, to those persons developing and imple-
menting local policy and rules.
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44 Sincerely yoUrs,

R(lERT D. BENTON, Ed. D.

State Superintendent of Public Instruction
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a )

MODEL POLICY AND RULES CONCERNING IDENTIFICATION, 'MAINTEN C
, AND DISSEMINATION OF STUDENT PERSONNEL RECbRD DATA

'Studrit records are an essential part of educational pr6cess. To
serve this end; information abou studer r,.-uire"d by -aw, r

is considered necessary in acct :- -.pals. -ad o- ec
established by the school diStrri _ and it se -s, 'ad be cr.,'
maintained, under the supervision -= t' p-ofe an lohrofi6
certified staff.

Collection, dissemination r
should be controlled.by.proced
of the district .04.?(I its sub--,

the best interest,of the stu
if Ahe various tycpes of reco::

The intent of rules conc-J-7-nf.71t; _Eden: _s :o II poll
d procedures, to protect thi 1-__h- : cf t::. .Jal. al. 7,phasiz,
ne concept of free flow of ia.forma in 'pe::- 7-Jts, s' and school.

4

I: is of the utmost IMper=ance t:iat a L! .icon -__T m, !tween "relic '

and "rules." Policy is that general stater.e: _lirec:ion n by the boar:
of directors to. all concerned. Rule -_s thLt ro Aire clve_r 1 by the :LIhoc.

administration by which ti:e policy i_.,. to b,. ._:.ttr cut.- detail "tae
application of policy to Hpecific ci..-.umstJ

.

Model S.tatement of Polil
)

.

,.
.

..

Ai le the policy may actually have been determined by C nvess, i= 1.."ou1:
be apk.r.Opriate for school boards to consider formal approval Of languae
similar to the following: 4.

An accurate record shall be maintained :-Jr- Li' stu,iAts atcendin
the Sc-.00l District. Records of
a student shall be reasonably accessible to the student if 18 years
of age or older or to parents of that student. Student records
shall remain confidential.

Model Statement of Rules

I Purpose of Student RecorL2.

Stddent records are coll,cted and Maint_ined to facilir,--e,

the instruction, guidance, and.educational progress of the
student and for legitimate research.

IZ DefinitiOn of, Student Record

A studenNt record means anything for others to sec or he4concern-
ing the Instruction, guiance and eduCationat pi.ogress of a stu1
dent which is maintains' any medium "H 'uaing, 1

writing, pint, film r



A,student record is distinguishable from personal, professional
and wo- -irg notes in/ hat t. e .litt.c.- two are in.,,nded for use .

''lp .,-,c,-.3r only'. Suct. -es ,-_:p not Decou.± a student record
t17 made availabl an therperso: -:her than the .

abstitutd. S. 1 rig'other ts...,with a_ substitute
o:. L pow basis aut=11, --ally makes the :totes ,a student
recor .--_o the Alic.,_, ad rules governtag student record's.
A subs. .,tuL- -_111 dean a pft- ::, who is replaciL thatCertificated

v s.2.hodi empl 'who is the , _Thator of tke notes and who is absent
from r -,g11,:- 7esponsibilit__

III. Abe c

When_

seco'r.

give

p
ac:_

udea: reaches age
the pe--

arl_nzs shall be
effect the

s :.-Y:he student'

cL is male to the
be unLerstood that ft:-
means -Lther natural
as a 1-ant in the at .se:.

J.
lattendin inst7Nutioil of post-
on t.r- COELL. . quiied of and rights
d of and J-7-_!:_- . only to the student.
of pdrent, ___pc->ndent children to

.ational records

Ifforded 7a7.--_mts-of- students. It

purpose :f these-rules, tHe'term
it, legal g.lardian, or an individual
s of a parent or guardian.

V

. ,

It .,:i11 be pr3sumed that eiLhe7 ?arent may /exercise the rights
granted'parents under these rule's unless documentary legafevi.7
den:e shows that a paent'has been express,ly precluded froth

( exercising parental rights. The mere,awarding of custody to one
'-. parent shall-not preclude the parent not having custo fro

being granted access Co the student's records unless: he staff
person in charge of the records has reason to bellievtthat ,,e-
lease of the records will be detrimental' CO trip, student's=10elfare.

Inthe.event thSt the student is institutionalized; the rightc
afforded to parents under these .rules shall grantPd tothe
apprcpri:ate institution or agency.

IV. R..ght. to Challenge and Hearing 9rocedurp

Parents shall have an opportunity for a hearing to Challenge the. contents
.of their child's school reords','tct insure `that the records are not
inaccurate, misleading, or otherwise in violation of the privacy or
other rights of the student, and to provide an opportunity-for the.cor-
rection or deletion of any such inaccurate, misleading, or otherwise
inappropriate data contained therein.

A parent wishing to challenge the co ntent of the student's school
,record Shall make written applitibn to the building printipal.
Within ten days or at d time mutually agreed to, an informal hear- .

ing shall be held to determine ale ,validipy,of.the\thallenge. The
....L,01

c (

/',.
pare' of the student shall be given reasonable notice of the time,
pial.

.

nd date.rof the hearing. The hearing panef shall conSIst of
an (- 1 number each of certificgted guidance Dersonnel,teachers

1--1

and :ministrators (excluding the Superitendent). The-panel shall



hear e4idence relevant to he matter including representatives
of appropriate professionalPdisciplines. Challenging parties
shall be afforded a full and fair opportunity to present evi-
dence relevant to the isslirs raised and may he assisted by
persons of their choice at-"their own expense. The decision may
include any educationally reasonable. action with regard to the
challenged portion of the education record and may include alter-
ation andlkeletion. trades may be,challenged only on the basis
of accuracy .in reaprding and not on the basis of ev"aluationiof
performance. A written decision shall lie rendered-as,soop as
possible and included in the record, but in no case more thtan
five school days after the hearing. The decision shall be, based
solely upon the ,evidence presented at. the hearing and slalI in-
clude a summary of the evidence and reasons for the decisPoni
Should the parent be dissatisfied, with the decision of the panel,

,the parent may, within ten days; request a review by theSuper'in- .

tendent. The Superintegbent shall, within ten days of the request
for the review, either sustain, modi.fyior 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, qr
responsible for placing the challenged information in the record,
may participate in the rendering-of a decision. Should the Super-:
intendent-have a persdnal interest in the outcome or if the Super-
intendent was originally responsible for, placing the challenged
information in the record, the Board Jr Directors shall. designate
a Superintendent of another district or an area education agendy
administrator.to review.thedecision.

(Comment: This procedure represehts only one of several alternatives
for considetation.)

This section is not to preclude informal settlement of disputes
over stAlent records and:thir content .when. the rh-allenging party
and the school arrive at a mutually satisfacforyralreement.

.

A

V. Right to Respond

The parent shall h'ave the right to resbnd in writing to any
information in the record and have the response become a part
of the record. -,Suchrresponses /shall be disclosed to aiparty
whenever.the challenged orobjectionablh material g.s disclosed,
to that party/

/ .

VI. ,iColleCtion of Data

Surveys or similar data gathering activilies shall confoim to

the appropriate regulations promulgated by the Secretary of
Health, Education and Welfare,

VII. Directory Information

The-prineipal,Of each attendance:center may release the following
. types of information to the "pubIic',,gs the principal.sees fit, keep-
! , ing in mind the privacyof the student and the student's family

e

. r



and 'the totaaity of the-surrounding-circumstances: name,
address, telephone listing, date and place of-birth,, major
field ofuStudY, participation in officially rebgnized
activities and sports, weight and height of members of
athletic teams, dates of attendance, degrees and awards
received, the most recent prdvious.school or institution
attended by the student and other similar information.

(Comment: Delete inapp4opriate items as desired. This section is
valid onl- when used in conjunction with Section

7hisYsection shall not allow the release of any of the above
information to which a parent has filed an objectiJuirin writing.
When a parent so objects; the student records shall be clearly
distinguished and identified -as to 'what types of information are
no,4 to be released regarding that Student.

VIII. Classification and Maintenance of Data

For he purpose' of security and access, student data should be
classified. The recommended classifications of information

gt about students collected and maintained by school personnel are

o t categorized as follows:

A. Cate or I Permanent 'Records

VI
Official permanent records constitute personal data necessary
for'operation of the school sys.tam, and important for student,
needs. '

Identification data, e.g., name, sex
4

birthdate,$address,
' parents name, and address, telephone number.

2. Race or ethnicity (as stated by titre student, and if requested
for statistical purposes*

3. Attendance data:
1/-

4. Record of achiek'ement, e.g.,grade level completed.

5. "Date Ofgraduationi,

6. .FolloW-up information after graduation..

Maintenance of Permanent Records'

CategOry t Permanent Records shalt be maintained in perpetuity:-

Jr

Updatilig is to-te,pne as, changes ccur. For'the purpose of
security;, identical "duplicate d'at shal,l be maintained insecure,
Ries- in separate 'locations. -

k.



. .Category II - Cumulative Records

This classification includes information of impOrtance- in -
thelping the studentrand protectine..Qthers. The ..i'nformation

cOntained.'in this category is not absolutely necessary to
the operation of the school system, but is 'of a more :svnsi-
tive nature and of less historical importance. These- .cumu-

lative records shall include general and observational data.

1. General Data

a. Health information.

b. .Family backgrounds data.

c. Standardized aptitude tests.

d. Standardized intelligence scores.

e. Vocational interest inventory,.
mat

f. Educational and vocational plwls.

Honors and activities.,

: Observ.ational Data
,

a. Objective counselor or teacher ratings.

b. Reading reports,

c. Discipline ,tiAa.

d. Reports of. support services.

.Maintenance of/Cumulative Records Ak

t-'Category II Cumulative Records shall be kept objective, factual
and devoid of valqps,judgMents. .Care is to be exercised to insure
the accuracy of data. Reported behavior patterns and slYecific
incidents are to be unambiguSUO_y deScribe'd and clearly verified
prior to becoming a pa-it of any record. Information may net be

-
placed in a student record which .does' 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 Ay and all
contexts, may be sharecrwith, the student or'pareht.

The-data classified as Category II Cumulative Records shall be
reviewed periodically and at a. minimum when a student moves from
elementary 'school. to middle'school/junior high school and from
middle school/junior high school'to sgni6r high school, and when

-
thestudent transfers out of the district.' ,Ve more'than three

r°4
,years after a student graduates or'is permanently dropped from
school, Category II -.Gumuraeive Rec9t4_should be destroyed and
selected data that goy have permanent userulne-ss Should be trans-
ferred to the Permanent record.

.
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Dissemination of Permadent'and Cumulative Records

'Written consent for dissemination shall be signed ,by a.parent and
dateI and shall'inclue a specification of the recofd to be,

releaked,'tlie reasons .for such 'release and nafies of t party'
or class 'Of parties to,whom such reeords mayhe,relealech

.

. A

zd _Dissemination of perManent and Cumulative Records and the nfor-
mation. contained theAin may be, made to only the following with-
out prior written ,consent, subpoena or court order and then only
under the terms specified:

'
, -

1. Certi,fiCated-schbOl staff employed by the' districtAclerical

personnel responsible for the 'custody and.
keeping of the retord, nd certificated staff of the

1Y411
area education age cy erving Students in4he district,
.who 11-,*a legitim t education 1 interest and other

;
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 eau4tional
interest.

) -4 A

2. The Board of Directors sitting as l'',-whole- when deciding
matters regarding individual studOlts.

--I

3. Officials of othetoischoois or 40odi'systems in which
the student Seeks r intends to enroll, upon the condition
that the student's parents be notified of the transfer, and
have the opportunity to requei a copy of the record at a 0

reasonable cost if-desird'd, and tcrcha1lenge the content of
,,' the record in accordance withOection IV',

heeducation7recbtqofarlowtilblic school student enrolled/,.

%'
. -;7...i 1 courses or services from thiS school district,

may be shared with the certificated staff of the nonpublic
,:,,4s,,ghool in which the student is also'enrolled, provided that

he parents of the student are notified,

. Authorized representatives of Federal and State educational
---authorities auditing and evaluating Federally supported

education programs.

t

5. Financial,Aids officials in Connection with a student'S'
application for, or receipt'of educatfbnal financial aid
and only that information which is necessary for the
receipt of such aid.

6. StAte and local'ofTicials or authorities to which information
is required to be reported to disclosed pursuant to state
statute adopted prior to November 19, 1974.



7. Organizations.conducting st'udios in this school district.'
for the purpose, of develoOin' validating, or administer-
ing predictive tests, orga.laizatjons administering student
aid, programs or organizations.conducting'studies for the
improvement of instruction,

Such studies shall be conducted in a manner which will not
OermiC 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.

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

9. Parents of a depen ent student as defined in the Internal
Revenue Code of 19 It shall be presumed that a student
is a dependent of*.his or her parents until such time as
substantial proof to the contrary 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.

10. Appropriate perso in the event of an emergency if such
information is n cessary to protect the health or safety of
a student or oth r 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;

D. Category III - Tentative Records

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

, . .

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

2. All data which'have been collected by a certified psychol-
ogist from any source pertaining to students who have been
subject to psychological studies.

3. 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 pfojective
and nonprojective; developmental histories; case studies "; personal

-observation; and impressions' based upon available data.



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
unauthbrized use. Tentative Records do not become a part of
the stlident'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 he reviewed at
least annually. When their usefulness is ended, they-shall
either be.returned to the originator or destroyed by shredding
or burning.

Dissemination of Tentative Records

These record's may be shared only on a need-toknow basis with
other certifictted school personnel within the school system
at the discretion of the person in charge of the record. Such
recordS are' not to be duplicated without permission of the
originator or the person in 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 remainconfictential. However, the parent is
entitled to see such records and. not merely to have items
selected and read by schobltfficials. A challenge to the
Tentative Record shall follcithe procedure set forth in
Section IV. . ...._

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 psychologists, 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
release to parents or their legal representatives except, in compliance
with judicial order, or orders of administrative agencies where those
agencies have the power of subpoena.

(Comment: In interpretation'of this section, refer back to Section II,
Definition of Student Record.)

X. Computerized Data Banks

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



There must be no personal data record keeping system whose
very existence is secret.

B. There must be a way for a student to find out what infor
mation aboutithe student is in a record and how it is used.

C. 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 consent.

D. There must be a way for a student to eorrector amend a
record of identifiable information about:the student.

E. Any organization creating, maintaining, using or dissemi-
nating records of identifiable -Arsonal data must assure
the reliability of the data for-their intended use and
must take precautions' to prevent misuse of the data.

(Comment: The above rules.should be considered for adoption by districts
utilizing computerized data banks)

XI. Administrative Responsibility,for Student Records

A. The superintendent or the Superintendgnt's designee Shall be
the custodian of all student records maintained at the district
level. Even though the superintendent designates someone to be
custodian of all student records at the district level, the
superintendent shall remain_ptimarily_tesponsible for all student

records.

B TheTprincipal or his designee shall be the custodian of all
student records at the building level. Even though the
ptidcipaI designates shinbone to be.cuatOdian of all records
at the building level, the principal shall remain primarily
responsible for all studenl records.

.4

C. The. prinCipal Shall make maximum provision for protection of
student records from review by unauthorized peisonnel and for
maximum physical security of such.student records.

D. The Principal or a designee is responsible for classifying student
records anmaintaining them so that each student record can clearly
be identified by classIfication:for reviewing the files and
delefing 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.

'The Ttincipal shall ensure that the school staff under the
principal's.-jurisdiction receives periodic instructions and
training regarding the privacy rights of students and parents.
The procedures for collection, maintenance, accessibility,
dissemination,and retention of:student information. Shall be
'reviewed periodically` for the staff by the principal.

7
(
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XII. Maintaining Log or Record of Reqt.

There shall be maintained as liar
which shall be kept permanently
for inspection by the parents.
legitimate educational or other
agency, or organization has in
dated school staff employed by
sonnel responsible for the cus-._
do not need to record their owr
less 'such access is purSuant t(
a person not on the school stal
educational interests.

for Information

7116 records file a card
le file of the student
and shall indicate the
3t that each person,
information. Certifi-
-.rict and clerical per-
keeping of the record
to student records un-

jest for information from
or other than legitimate

The d4,rd shall state the name, dace. and purpose of the use of
the. file, and muat be made available to parents and to the
school official )0esponsible for record maintenance as a means
of auditing the °Vexation of the record-keeping system. In no
case shall the 190E; accessible to anyone other than the

'4
parenC or the official and his assistants responsible' for stu-
dent records.

The log is not-required to show disclosures obtained through
Written consent when theTarty receiving the record was
specifically named in the consent form or for disclosures of
directory information. Consent forms shall be kept as part
of the student's record.

XIII. Types of Requests for Student Information

A. Telephone 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.

3. The type of information required is expressly stated.

4. Prior written consent is given by the parent except in
instances exempt'under the provisions of Section VIII. C.

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:

7-10- 1



1. The inquirer is properly identif ed.

2. Thepurpose of the request is clearly stated.

The type of information required

Prior written consent. is give'

instances exempt under the

exactly stated.

parent except in
of Section VIII. C.

A professional staff member shy_ 1 be present during the
entire in-person visit and be available to interpret
the data to the visitor.

6:
6
red6rd of the visit shall made.

XIV. Sources of Requests for Information

4

'A. Parent, Student,'Former Student Dr Parent of Former Student Under
Age 18.

1. A student's parent shall have access to educational .

records by scheduled appointments.

2. A counselor or other school official competent in
interpreting student records must be present to
explain the records that are examined.

3. The following exception shall be made. to the principle
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 access to the student's records as long
as the child is --.. _pendent. It shall be presumed, until
suffidient showing to the contrary, that a student attend-
ing school in this district is a dependent of his or her
parents.

Parents shall be granted the Opportunity to copy student
records at a reasonable cost, not to exceed £he actual.c6st
of feproduction,

B. Family Members Other Than Parents

Requests'for information contained-in the student's record shall
not be honored when made by a students 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 School Staff
s>.

Only certificated school perytinel who. haire a proper educafional
purpose shall have access to student records. Uaff members shall
respect and observe the importance of the student record. The
utmost personal and professional responsibility is rFquired in_the
uses to which they put their special knowledge abou a student.

.4>



D. Noricertificated School Staff

Noncertifilsted school staff will have access to student
records'oniy in the'routine perforidante of duty under
supervision of a certificated person! They will mot'
evaluate or interpret school records.

E. toard of Education

Requests for in ormatibn from thelBoard of Education as a"
whole 'may be honored 'under the safeguards- established for
staff requests.

F. Court; Agency or Institution.

All information released to a 'cPurt, agency or instit
should be directed to a specifically named representat
therefrom. Requests for information originating rom any
federal, state, county or local agency having any legitimate
interest in the student's record and exercising the power of
judicial order or subpoena may be processedaccording to

-these regulations so long as the use is c sistent with their
statutory powers or responsibility.

A. reasonable effort shall be made to give notice of the re6eipt
of the order or, subpoena to the student's parents prior to
compliance.

G. Gthet

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 Ant to the access of such records
has been obtained.

a. The consent must°be given by the student's parent:
However, when a student reaches' the Page of 18 years,
his or her consent and not that of the parents must
be obtained for access of the information.

b. The written consent must specify the records to be
accessable and to whom they are to be accessible.
Each requed't for consent must be handled separately:
Blanket permission .for the access of the information
shall not be honored.

2. When data for outside reselarch-purposes are pbtained in
Such a manner that no individual student is identifiable.

3: en an exception under 'Section VIII. C.

12
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N , Students and Parents - Direc:ory Inform on

. . .

Thy ,nt handbook or simflaY publication .given .:,ichstuden
eon -- .g general-information-aboutthe,schooi-sh_1 contain:.
the 'wing statement whkeh',shall also be.publisne- t least,
nn in a. prOminent place In 'a newapapOf of circu

, . - _
lnL _n the school.diStrfct.

ThE. _flowing informatZon'may he'released to in regard,
, . lo. individual student of the school dis't..7 .! SS _ ty "or

' ,::_ i_lity arises.. Any student, parent c- )t .panting
hi :.Iii_ormation'released to the public, mt_- _tica in
ri -_ t.) the principal or Other person 11 le, E.:11001

viii -be student is attendi It is, -de's. 1.7.,,w -1,7-1is,.
ooj Lon at the beginnin of each school :

-) NAME, ADDRESS, TELEPHONE' LISTING, 1../11- ,

OF 1I1'H, MAJOR FIELD.,,,W STUDY, PART =. :1%1

OFFICIALLY RECOGNIZED ACTIVITIES AND --EIGHT

AND REIGHT OF MEMBERS OF ATHLETIC TEAME, ,),_71: OF .

ATTENDANCE? DEGREES AND AWARDS RECEIVED, TF-17 MOST, 4

RECENT PREVIOUS ;SCHOOL OR INSTITTTTIO .ATT77,DEE BY.

THE STUDENT AND OTHER SIMILAr -Iik7.

...-

r-- Nonpublic School Students gnrolle _i c-Scnool Offerings
'

Th public school records of a noni,lblic school student attending
th public schools shall be available to the parents of that stu-

/dent to the extent that student,is-inattendanCe in schools belong-
-1- ing to this district.

The education records of a nonpublic school student enrolled in
courses or receiving services from this school district may be
shared with the certificated staff of the nonpublic school in
which the student is also enrolled, provided that the parents
of the student are notified.

XVI.1. Minor Students

All §tudents under age 18 shall have reasonable access to 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.

XVIII. Thitil. Party Permission Release

Except for the release of..directory information, every time confirm
dential informaition regardill a student is released to other than
the student,

1parent'or
local sch&ol personnel, it shall be accom-

panied by a etter indicating the confidentiality of the material,
and the necessity for obtaining written consent pribr to release
of any information by the third party.

3



XIX. -Notice of Rights
)

Th49, school administration shall ,cause 't.* be RublLahed; at :_east
annually, in a news0aper of general'cirtuldzion.in the distfIct
and in appropriate shoolA.publications, notificatier- of the
rights accordedarstudents and parents unlerchoo: gove-:11-

in..student records. Notice shall be Sent !Er JI_V' .111 ie

language of the parentor student over the
language other than English is necessary ,to, e not

.

(2ommen::: See Model Form f Notification; pac
.

X. Publication of Policy nd Rules

The school district shall publish and, r ed
persOns upon reqUest at each attendance r c_._

and rules pertaining to the maintenance 'dent ._core.

XXI..,The'Right to Withi Information

In'the course of proceSsing a. request' for information, a easOnable
doub'p on any aspect of the request or concern about the authorization
to process,the request shall be deemed sufficient n for the
staff member to act in a prudent manner anc, to wi:rin all r rt
of the information until such time as the .estior_ oived. L7-very

reasonable effore''shall be made to comply _thin L'.3 of the request.

la-
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The

MODEL

maintains records on eac
gudance -and educational
ition pout the student
) -Alowing types o.1:e.:ds:
cc achievement, fs'tlily oackgrJ- :d

ocaL ,d1 plans, honors and aa.tivit_
eachez ratings and observation's_ an ixt

The records, of -each student arc gene:
which he or she is attending. .h-y,C-:.icer

other records or by thej3erson A charge
building. The name and positi of the p
student'records for each schoo uil ng

-School.

The following persons agenc
access to student records without
over the age of 18 years. Any oT
upon 2krtt enb,onsent or upon cou:

A:Lon daL

-.)titua(

ne dat :!(2.

1

-ated :_n. t school
-he stu

c. main

e

2_s t: De

al an.

or

Eor eac ;chool

maintenance of

?osition

±s and -)rganiZations may have restricted.
-ior writtal consent of the parent or ,:udent
access tJ.student records shall .be 17.iy

order or legally issued subpoena.

hoolovfficials and tea iers with a legitimate educational interest.
B. 0 ficials of other schoc_s in which the student proposes to enroll.
C. Representatives of tstate and local government when auditing and .

evaluating Federal education programs.
D. In connection with a studerit's educational financial aid applications.
E. [Governmental officials to which information is to be reported under

state law adopted prior to November 19, 1974.
F. Organizations which process and evaluate-stancLardiied tests..
G. Accrediting organization!. Eor accrediting purposes.
H. Parents of dependent chi -er regardless of child's age.
I. In connection with an eme: _cy.

Student re ords ar ,review,d a.7._ inappropre material removed per
but at a minimum student movs from elen7 ar57 school to middle F
junior high school d from midcle :hool/junio- .igh school to -senior
and, whena student transfers ou: of :he distric Those records not of
importance are destroyed within three years Of aduation ordiscontinu,_
attendance.

-/

;chool
7alment-

Parents of students-under age 18 and students over age 18 may exercise the
opportunity to review educational, recprdg of the student, to obtain copies of
the records, to write a response to niaterial in the record, to challenge the
content of the recgrd on grounds of tnappropriateness, inaccuracy or an invasion
of,priliney, and to \lave the records explained.
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rising any L. . rights unddr school
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, Lae mos en: 'previous school
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Students And p....7eL may file wi:h -fs_ Depart:" Aealth, Education,
and Welfar' complainzs acerning , he school district to
.comply wit; federal Leg_ Lation dealing ,-ith student r.: cords. Correspondence
should be LW:tressed :o: the Family Educational Rights and Privacy Act Office,
Department of Health, Education, and Welfare, 330 independence Avenue, S-W.,
Washington, D. C.'. 20201.
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. FORM II

CUMULATIVE' REtORD REVIEW .LOG

(This lOg is not to be vi.)ew d by any,one other than is-rent
or person and alsistdn s 'responsible for 'reCords)

N,,
.

r .
y,

..,

NAME .

(

DATE . 4 REASON OF REVIgW
(

,

. . t

.
.

--

,

.
,,

. .

.

\ ,

..1,
. 4

t

..,

.

.

1

,

/ ,

t
-;-

- 7

.

) N.

-..,-- - - '.,
1 .1

. . .

../ ,

.

.
. ...

. 1

.

. I
.

,,. . .

.-,

7 r i 4 7

/ 97.4
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FORM III
RECORD REQUEST' FORM

.

c.

tSTUDENVS NAME - .
GRADE

DATE:' 2' ATTENDANCE CENTER

REASON FOR RELEASE

PLEASE FORWARD MY CHILW:S'RECORDS TO:

A

I RAVE HAD THE OPPORTUNITY TO REVIEW MY CH

FOR RECORD RELEASE.

PARENTS SIGNATURE

PARENTS ADDRESS

DATE

D'S RECORDS AND GIVE MY PERMISSION

fa

1



IOR.M./V

,(, School Letterhedd).

.

,

NOTIFICAION OF TRANSFER-OF:PUPIL.RECORD TO ANOTHER
SCHOOL SYSTEM OR' POST SECONDARY INSTITU'T'ION

,

s

DEAR PARENT:

'.YOU ARE HEREBY NOTIFIED OF THE PENDING TRANSFER OF

4

SCHOOL RECORD TO
Name) (Name of School)

III

1

(Pupil's

Location)

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

RETURN THE BOTTOM PORTIO'OF THISTORM WITH YOUR SIGNATURE BY
(Date)

THE COST OF COPY IS PER PAGE.

SINCERELY,

Principal

I WISH TO RECEIVE A COPY OF THE SCHOOL RECORD OF
(Please Print Name

WHO IS MY (SON) (DAUGHTER) (LEGAL wAYp,)
of Pupil)

SPECIFY INFORMATION REQUESTED

THE COST OF COPY IS PER PAGE.

IGNATURE:

ADDRESS TO WHICH RECORD SHOULD 'BE SENT:

13

DATE%



FORM V-

(School Letterhead)

REQUEST FOR PERMISSION TO. RELEASE PERMANENT
SCHOOL RECORD TO THIRD PARTY

DEAR PARENT:

WE HAVE RECEIVED A 11. 1 FROM
1 (Name of request,ing, person, agency, etc.)

FOR A el& OF .(acce.i.THE RECORDS OF
(Name of Pupil)

PLEASE INDICATE IN/THE SPACE BELOW WHETHER YOU ARE WILLING FOR US TO COMPLY

WITH THIS REQUEST.

MAY HAVE A COPY OF (access to) THE
,,(NaMe of Requesting Party)

FOLLOWING PAS OF ti RECORD:
(Name of Pupil)

g

OFFICIAL ADMINISTRATIVE RECORD (name addr ss, birthdate, grade level
completed, grades, class standing,
A

STANDARDIZED ACHIEVEMENT TEST SCORES
.11

INTELLIGENCE TES SCORES'

APTITUDE AND INTEREST TEST SCORES

PERSONALITY TEST SCORES

TEACHER AND COUNSELOR OBSERVATIONS AND RATINGS ).

RECORD OF EXTRACURRICULAR ACTIVITIES '

FAMILY BACKGROUND DATA

STUDENT HEALTH DATA

. OTHER (PLEASE SPECIFY)'

PARENTS SIGNATURE: DATE:.

__}



DATE:

FORM VI
RECORD OF INSPECTION OF PUPIL RECORDS

RECORDS EXAMINED:

RECORDS EXAMINED BY:

PURPOSE:

V

(Name of Pupil or Pupils)

(Name)

2S
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