No. 216

SECTION:  PUPILS

TITLE: STUDENT RECORDS

FERNDALE AREA
SCHOOL DISTRICT

ADOPTED: SEPTEMBER 17, 1975

REVISED: NOVEMBER 15, 1978
NOVEMBER 12, 2008

1. Purpose

2. Authority

3. Delegation of
Responsibility

216. STUDENT RECORDS

The educational interests of students require the collection, retention, and use of data
and information about individuals and groups of students while ensuring the
individual’ s right to privacy. The school district will maintain educational records
for students for legitimate educational purposes.

The Board recognizes its responsibility for compilation, retention, disposition and
security of student records. The Board also recognizes the legal requirement to
maintain the confidentiality of student records.

The Board shall adopt a comprehensive plan for all aspects of student records that
conforms to the mandates of the Family Educational Rights and Privacy Act
(FERPA) and its regulations; the Guidelines for the Collection, Maintenance, and
Dissemination of Student Records; and the Standards for Specia Education. Only
educational records mandated by federal and state statutes and regulations, or
permitted by the Board, may be compiled by district staff. Copies of the adopted
student records plan shall be maintained by the district and revised as required by
changesin the federa or state law.

The Superintendent or designee shall be responsible for developing implementing a
comprehensive plan for records of regular students and students with disabilities that
meets the requirements of all state and federal statutes and regulationsand is
approved by the Board.

The designated administrator shall establish safeguards to protect the student and
his/her family from an invasion of privacy when collecting, retaining and
disseminating student information and providing access to authorized persons.

In accordance with law, each district teacher shall prepare and maintain arecord of
the work and progress of each student, including the final grade.
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4. Guidelines

Thedistrict’s plan for compilation, retention, disclosure and security of student
records shall include the following:

1. Informing parents/guardians and eligible students eighteen (18) years and ol der,
of their rights and the procedures to implement those rights, annually and upon
enrollment.

2. Permitting appropriate access by authorized persons and officials, describing
procedures for access, and listing copying fees.

3. Enumerating and defining the types, locations and persons responsible for
student records maintained by the district.

4. Establishing guidelines for disclosure of information and data in student records.

5. Maintaining arecord of access and release of information for each student’s
records.

6. Assuring appropriate retention and security of student records.

7. Transferring education records and appropriate disciplinary records to other
school districts.

Procedures for disclosure of student records shall apply equally to military recruiters
and postsecondary institutions.

Copies of student records plan shall be submitted to the Department of Education,
upon request of the Secretary.

Parent/Guardian And Eligible Student Access Rights

1. The Ferndale Area School District, upon request of a parent/guardian, shall
permit the parent/guardian to inspect, review, or copy any education record
relating to the exceptional child or children of that parent/guardian when such
record is collected, maintained, or used. The school district shall fulfill the
reguest within thirty (30) days after the request is received.

2. Theright to inspect, review, or copy education records under subsection (1) of
this section includes:

a  Theright of a parent/guardian to request of and receive from the school
district areasonable explanation of information contained in the educational
records of the child.
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3.

b. Theright of a parent/guardian to be provided, on request, with a copy of all
or part of the education records of the child.

c. Theright of a parent/guardian to designate a representative who will inspect,
review, and/or copy the records.

If a parent/guardian requests copies of educational records from the school
district, the school district may charge the parent/guardian a reasonable cost
which will not exceed the actual expense of the duplication.

A parent/guardian shall have the right to request alist of the types and the
location of the child's educational records collected, maintained or utilized by the
school district.

At the discretion of the school district and for verification and recordkeeping
purposes only, the school district may require all parents/guardians to put into
writing:

a  Their oral requests to inspect, review, copy or receive copies of education
records.

b. Their oral designations of arepresentative.

c. Their oral requests under subsection (4) of this section, for alist.

Student access rights — Whenever a student has attained eighteen (18) years of
age or is attending an institution of postsecondary education, the rights accorded

to and the consent required of the parent/guardian shall thereafter be accorded to
and required of the student.

Access Record

1.

2.

The Ferndale Area School District shall keep arecord of parties who have
obtained access to the education records of a student. The access record shall
include the name of the party, the date of access, and the reason for which the
party was allowed to use the records.

A parent/guardian shall have the right to inspect the access record for the
education records of hig/her child.
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Collection of Records

Active education records may contain such identifying data as listed under Types Of
Data To be Collected. The teacher is primarily responsible for completing the data
for the record. Required health records shall be maintained by the school nurse.

All datain education records shall be considered confidential. Only professional
personnel and authorized administrative assistants shall have access to these records.
The district shall maintain for public inspection a current listing of the names and
positions of those employees of the district who are authorized to have accessto
education records. Parents/Guardians and eligible students shall also have rights of
access to and review of such records. Personnel of the district shall protect the
confidentiality of all personaly identifiable information at the collection, storage,
disclosure, and destruction stages of that information.

Consent For Collection of Data

The Board, acting as representatives of the public served by the district, grants the
professiona staff of the district authority to gather such information as has been set
forth under Collection of Records with the following exceptions:

1. Theindividua consent of the parent/guardian or eligible student shall be
obtained in writing in order to utilize the services of a school psychologist for the
purposes of aclinical interview or the administration of the individual teststo
assess achievement, intelligence, aptitude and/or personality, except as provided
by law.

2. Such individual consent shall also be obtained prior to the formal collection and
filing of data about family background.

3. When astudent enrolls in the district from another school, consent for transfer of
all records will be sought from the parent/guardian, with the recognition that
such consent is not required for record transfer. If such records are not available
or are withheld, other sources of reliable information (e.g. report cards, etc.) may
be accepted; or the student shall be evaluated promptly to determine proper
placement in grade and/or courses. The parent/guardian will be notified as to the
outcome of the evaluation by letter. In no case will the district refuse graduation
solely on the basis of non-receipt of records.
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Types of Data To Be Collected

The following data may be included in active education records:

1.

2.

10.

11.

12.

13.

14.

15.

16.

17.

18.

Name, address, and tel ephone number of student.
Sex, birth date, and birthplace of student.

Family data such as. names of parents/guardians, address of parents/guardians,
ages and names of siblings.

Grades, classrank or standing, and attendance.

Standardized achievement test scores.

Information on the release of information from student files to third parties.
Standardized aptitude test scores.

Standardized intelligence test scores.

Interest inventories.

Reports from specia services (psychological reports, speech progress reports,
etc.), including due process and Individual Educationa Program forms.

List of extracurricular activities.

Report of vocational aspirations.

Verified reports of serious and recurrent behavior patterns.

Verified reports from teacher, counselors, and others.

Referrals for special services (speech, hearing, psychological, etc.)
Reports on home influences and social adjustments.

Additional family data.

Genera health information, including birthplace, birth certificate number,

communicable disease information, immunization data, definite physical
handicaps, etc.
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1.

2.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

The following records may be collected and maintained to provide the data for
educational records:

Student permanent record folder.

Student enrollment form.

Transfer records.

Grade reports.

Emergency forms.

Authorization for disclosure of data from records.
Record of inspection of records.

Record of standardized test scores.

School health and dental health forms.

Special servicesreferral forms.

Parent/Guardian releases for special testing, services or information collection.
Special servicesreport forms.

Homebound instruction approval form.
Disciplinary reports and suspension notifications.
Reading progress records.

Report of pupil accidents.

Student survey and description forms.

Progress reports.

Activities and interest surveys.

Aptitude test results.

Letters of commendation.
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22. Honors, awards, and achievements.

23. Other records required to maintain appropriate data.

Confidential Persona Files

Under certain conditions counselors, psychologist and other professionalsin the
school may collect and maintain memory aids such as notes of transcripts of
interviews, clinical diagnoses or notes of reported behavior. Such aids are considered
the personal property of such professionals and not part of the education records, and
are subject to the following restrictions:

1.

Such notes should be periodically reviewed and destroyed when no longer useful
or when the student has left school.

Under no circumstances shall such notes be stored or included with other
education records.

Such notes shall not be shared in their raw form with others; when information
from these records is shared, it should be done only after careful consideration of
the best interest of the student.

Parent’ s/Guardian's Request For Amendment of Records

1.

Request to amend - A parent/guardian who believes that information in
educational recordsisinaccurate or misleading or violates the privacy or other
rights of the child may request the Ferndale Area School District to amend the
information:

a Theschool district requires that any parent/guardian request for amendment
of the record of a student be made in writing and contain a brief statement
which specifies the records to be amended and the reason that amendment is
requested.

b. The school district shall decide whether to amend the information in
accordance with the request of the parent/guardian within forty-five (45)
days after receipt of the request to amend.

c. If the school district decidesto refuse to amend the information in
accordance with the request of the parent/guardian, the school district shall
inform the parent/guardian in writing of both the refusal and the specific
reasons for the refusal and shall notify the parent/guardian in writing of the
right to request and receive a hearing under subsection (2) of this section.
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2. Records hearing - The Ferndale Area School District shall, on parent/guardian
request, provide the parent/guardian with an opportunity for a hearing to
challenge information in educationa recordsif the parent/guardian aleges that
such information is inaccurate, misleading, or otherwise in violation of the
privacy or other rights of the child. The hearing shall be conducted according to
the following provisions:

a  Thehearing shal be held at amutually agreed upon time and place within
thirty (30) days after the school district receives the request for ahearing
from the parent/guardian.

b. The parent/guardian shall be notified in writing of the date, place and time
of the hearing no later than five (5) daysin advance.

c. Thehearing shall be conducted by a party who does not have a direct
interest in the outcome of the hearing.

d. The party conducting the hearing may be an officia of the intermediate unit
or the school district.

e. The parent/guardian shall be afforded afull and fair opportunity to present
evidence relevant to the issues in subsection (b) of this section.

f.  The parent/guardian may, at the hearing, be assisted or represented by
persons of his/her choice at his’her expense; such persons may include legal
counsel.

3. Decision after hearing - The school district shall render a written decision on the
issues presented at the hearing within thirty (30) days after conclusion of the
hearing. The decision shall be based solely upon evidence presented at the
hearing and shall include a summary of the evidence and the reasons for the
decision.

4. Decisionto amend - If, as aresult of the hearing, the school district decides that
theinformation is inaccurate, misleading, or otherwise in violation of the privacy
of stated rights of students, it shall amend the educational records accordingly
and so inform the parent/guardian in writing.

5. Decision not to amend - If, as aresult of the hearing, the school district decides
that the information is not inaccurate, misleading, otherwise in violation of the
privacy or other rights of students, it shall inform the parent/guardian of his/her
right to place in the educational record of the student a statement which sets forth
the written comments of the parent/guardian upon the information in the
educational records or reasons for disagreeing with the decision of the school
district, or both written comments and reasons:
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a  The statement of the parent/guardian shall be appended by the agency to the
education records so long as the record or the contested portion thereof is
maintained by the school district.

b. If the educational records of the student or the contested portion thereof is
released by the school district to any party, the statement of the parent/
guardian shall also be released to the party.

6. Nothing in this section shall be interpreted to mean that the parent/guardian and
the school district may not, by mutual agreement, meet prior to either a parent/
guardian request for a hearing or the hearing itself in order to discuss the
concerns of the parent/guardian regarding the accuracy or inaccuracy of the
records of the student.

Educational Records Plan For Exceptional Students

This plan describes the practices and policies implemented in the Ferndale Area
School District that pertain to records and confidentiality. They include procedures
for the collection, maintenance, release, and subsequent destruction of education
records. The plan isin compliance with federal law and state standards.

The plan shall be updated or revised as necessary. Any updated or revised plan shall
be submitted for the approval of the Department. The submission shall be made prior
to the start of the school year or as requested by the Department.

Protection of Confidentiality

The Ferndale Area School District shall protect the confidentiality of personally
identifiable information at the collection, storage, disclosure, and destruction stages
of that information.

Maintenance of Records

1. Education records should be stored in locked files within each building, in a
central location accessible to professional personnel. Education records kept in
electronic files shall aso be safeguarded by appropriate means.

2. Enforcement and administration of policies regarding systematic safeguards
protecting education records shall be the responsibility of the building
administrator or his/her designee.

3. Responsibility for the custody and security of education records shall be the duty
of the appropriate district professional employee:

a. Basic educational data shall bein the custody of the building principal.
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4.

b. School health and dental records shall be stored separately in the custody of
the school nurse.

c. Emergency cards and records of behavior problems and resulting
disciplinary actions shall be filed and secured in the office of each building
under the direction of the building principal.

d. Special service referral forms, homebound instruction approval form and in-
home schooling forms shall be kept in the central administrative offices of
the district under supervision of the district administration.

e. Student Assistance Team forms shall be kept in alocked file under the
direction of the designated Student Assistance Team member.

The administration, by means of periodic inservice programs or other appropriate
means, shall provide information to the staff concerning maintenance and access
policies. School personnel having access to education records shall receive
periodic training in the security of student files, with emphasis upon privacy
rights of students and parents/guardians. New personnel to the district shall
receive such information and training as a part of the induction program.

Destruction of Data In Records

1.

2.

Datain education records shall be kept current and collected. Information which
is no longer necessary, applicable, or relevant may be destroyed. All data shall
be reviewed by the building principal or designee at the end of sixth grade, or
immediately before records are sent to another school entity, by the assigned
counsglor and principa at each level.

When datain the education recordsis judged to be no longer necessary,
applicable, or relevant, the district shall send written notification to the parents/
guardians of the student or to the eligible student informing them that such data
is due to be destroyed. Such destruction of data no longer necessary must take
place if so requested by the parent/guardian or eligible student. Such notice shall
inform the parents/guardians or the eligible student of their right to receive a
copy of the material to be destroyed.

Disciplinary reports and suspension notifications will be reviewed and may be
destroyed on an annual basis.

Information obtained from the judicial system in compliance with Act 30 of
1995 shall be maintained in a separate file in the Educational Programs and
Services Office and shared with staff working directly with the student. The
information will be removed from the file and destroyed within thirty (30) days
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after the Superintendent’ s Office receives formal notification from the judicial
systemto do so. A certified statement will then be sent to the judicial system
within forty-five (45) days from the receipt of the original notice to destroy the
records, verifying that the records have been destroyed.

5. Any destruction of material from education records shall be subject to these
[imitations:

a. Thedistrict may not destroy any records if thereis an outstanding request to
inspect them.

b. Explanations placed in the education record shall be maintained aslong as
the contested portion of the record is maintained.

c. Therecord of accessto and disclosure of education records shall be
maintained for as long as the education record to which it pertainsis
maintained.

d. Thedistrict shall not destroy active education records necessary for the
current education of a student who is enrolled or has been enrolled in the
district.

Transfer of Records To Inactive Status

1. All original records will be maintained and will be considered active for a period
of three (3) years from the date of exit or until the student reaches age twenty-
one (21).

2. Attheend of thethree (3) year period or when the child reaches age twenty-one
(21), awritten record of basic student datawill be classified inactive and stored.
All other information pertaining to or involving the school district or its agents
shall be stored in the district office.

3. When achild has reached age twenty-one (21) and is no longer eligible for free
public education, only the following data must be maintained: name, address,
phone number, grades, attendance records, classes attended, grade level
completed, and year completed. This data must be maintained for 100 years
beyond the date the student attains the age of twenty-one (21). Other data may be
destroyed.
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DISCLOSURE OF EDUCATION RECORDS

Prior Consent For Disclosure Required

1. Thedistrict shall obtain the written consent of the parent/guardian of a student or
the eligible student before disclosing personally identifiable information from the
records of a student.

2. Thewritten consent required must be signed and dated by the parent/guardian of
the student or the eligible student giving the consent and shall include:
a.  Description of the information to be disclosed.

b. Form of the disclosure.
c. Party requesting the disclosure.
d. Party or class of partiesto whom the disclosure may be made.

3. When adisclosureis made to athird party, the district shall, upon request,
provide a copy of the record which is disclosed to the parent/guardian of the
student or the eligible student and to the student who is not an eligible student if
so requested by the student’ s parents/guardians.

Prior Consent For Disclosure Not Required

The Ferndale Area School District program may disclose records, without consent,
to individuals who have an educational need to know, under the following
conditions:

1. School officials, including teachers with the Ferndale Area School District, who
have alegitimate educational interest and are either authorized agents or who
sign the Record of Inspection form including school agency affiliates who assist
in the education of students.

2. Other schools to which a student is transferring. This includes early intervention
programs, alternative schools, elementary and secondary schools and
postsecondary schools where the student intends to enroll. These records will be
released within seven (7) school days of receipt of such awritten request.

3. Specified officials including representatives of:

a.  The Comptroller General of the United States.
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C.

d.

The Attorney Generd of the United States.
The Secretary of Education.

State and local educational authorities.

4. Appropriate partiesin connection with financial aid to a student. Thisincludes
information that is necessary for:

a

b.

C.

d.

Determination of eligibility for the aid.
Determination of the amount of the aid.
Determination of conditions for the aid.

Enforcement of terms and conditions of the aid.

5. Organizations conducting certain studies, under the condition of anonymity, for,
or on behalf of, the Ferndale Area School District to:

a. Develop, validate, or administer predictive tests.

b.

C.

Administer student aid programs.

Improve instruction.

6. Accrediting organizationsin order to carry out their accrediting functions.

7. Appropriate officials in cases of health and safety emergencies.

8. Thedisclosureisinformation that the Ferndale Area School District has
designated as directory information as described in the definitions.

9. Thedisclosureisto the parent/guardian of a student who is not an eligible
student, or to the éligible student himself/herself.

a.  When a Ferndale Area School District program receives information on a

student from any source, it becomes part of that student’s record. All such
information is subject to disclosure to parents/guardians upon request,
without regard to clearance from the originating source.

Information received from another source with parent/guardian consent will
not be further released by the Ferndale Area School District program
without the individual informed consent of the parent/guardian or eligible
student.
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10. State and local authorities within ajuvenile justice system, pursuant to specific
state law.

a. If the allowed reporting or disclosure concerns a student in the juvenile
system, the program must make a reasonabl e effort to notify the
parent/guardian or eligible student of the order or subpoenain advance of
litigation, so that the parent/guardian or eligible student may seek protective
action.

b.  Should information be disclosed to state and local authorities, the Ferndale
Area School District program will make a reasonable attempt to notify
parents/guardians or the eligible student, at their last known address, that
records have been sent to the requesting party.

Limitation of Access

Asused in this policy, where there is no court order awarding legal custody solely
with the parent or individual, both parents or guardian(s) shall have access to the
records as provided.

If thereis acourt order awarding legal custody solely to one person, access shall be
limited to that person.

Annual Notification of Rights

Parents of studentsin attendance will be notified annually of their right to inspect the
records, procedures to follow, location of Records Policy, record of disclosures of
information, opportunity to amend the records, and to request a hearing.

Complaintts concerning aleged failures by the agency/institution to comply with the
requirements of the Act can be filed with the Family Policy ang Regulations, U.S.
Department of Education, Washington, D.C. 20202.

References:

School Code—24 P.S. Sec. 1305-A, 1306-A, 1402, 1409, 1532, 1533

State Board of Education Regulations — 22 PA Code Sec. 4.52, 12.31, 12.32, 15.9

Family Educationa Rights and Privacy Act —20 U.S.C. Sec. 1232g

Family Educationa Rights and Privacy, Title 34, Code of Federal Regulations —
34 CFR Part 99

Board Policy — 213, 215, 250
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