Policy:       JRA/JRC



STUDENT RECORDS/RELEASE OF INFORMATION ON STUDENTStc \l2 "STUDENT RECORDS/RELEASE OF INFORMATION ON STUDENTS
1.
Content and custody of records
Student education records may contain, but will not necessarily be limited to, the following information;  identifying data, academic work completed, level of achievement (grades, standardized achievement test scores), attendance data, scores on standardized intelligence, aptitude psychological tests, interest inventory results, health data, family background information, teacher or counselor ratings and observations, and reports of serious or recurrent behavior patterns.

Education records do not include records maintained by a school district that are created by that unit for the purpose of law enforcement.

Nothing in this policy shall prevent administrators, teachers or staff from disclosing information derived from personal knowledge or observation and not derived from a student’s education records.

All requests for inspection and review of education records and requests for copies of such records, as well as disclosure of personally identifiable information except as provided by law, shall be maintained as a part of each individual's record.  (Such request/information records shall be made available to the parent or eligible student upon request in accordance with the following requirements).

The superintendent shall be the official custodian of the records of students in his building.

2.
Access to records by parents
A parent or guardian shall be able to inspect and review the student's education files.  However, if a student is 18 years old or older, (“eligible student”)the student may inspect his own records and his written permission shall be necessary in order for his parents or guardian to inspect them.  However if an eligible student is a dependent for federal income tax purposes, parents/guardians are entitled along with the student to access to student educational records.
During inspection and review of student records by a parent or eligible student and when requested by them, the superintendent will provide personnel necessary to give explanations and interpretations of the student records.

In all cases where access to student records is requested, except as provided in this policy, a written request to see the files must be made by the parent or eligible student.  The superintendent upon receipt of the written request, shall provide access to inspect and review the records and set a date and time for such inspection and review.  In no case will the date set be more than three working days after the request has been made.

The parent or eligible student shall examine the student's records in the presence of the superintendent or his/her designee.  

Only certificated personnel such as the principal or counselor may be so designated.

The record itself shall not be taken from the school building.  However, upon request, one copy of the record shall be provided within a reasonable time to the parent or eligible student at a cost of no more than $1.25 or as deemed by the school district.

Requesting records from other districts/schools

When a student transfers to this school district from another district, the superintendent of the receiving school shall ask the parent or eligible student to sign a form requesting the other school district to transfer the student’s records.  This form will be completed by the superintendent and forwarded to the school of previous attendance.

4.
Request and receiving information and records from state agencies
Within the bounds of state law, school district personnel shall seek to obtain such information regarding students as is required to perform their legal duties and responsibilities, including protecting public safety and the safety of the student.  Such information may be obtained from the judicial department or any state agency that performs duties and functions under the Colorado Children’s Code.

School District Personnel receiving such information shall use it only in the performance of their legal duties and responsibilities and shall otherwise maintain the confidentiality of all information obtained.

If such information is shared with another school or school district to which a student may be transferring, it shall only be shared in compliance with the requirements of federal law, including the Federal Education Rights and Privacy Act of 1974 )”FERPA”).

5.  Request to amend education records
A parent or eligible student may ask the district to amend a record they believe is inaccurate, misleading or otherwise violates the privacy rights of the student by writing to the school superintendent clearly identifying the part of the record they want changed and specifying why it is inaccurate, misleading or otherwise violates the privacy rights of the student.  The request to the superintendent to amend a student’s records must be made in writing within l0 school days of the date the records were first examined.

If the principal, after consulting with any other person having relevant information, decides not to amend the record a requested by the parent or eligible student, the principal shall notify the parent or eligible student of the decision and advise them of their right to a hearing regarding the request for amendment.  Additional information regarding the hearing procedures shall be provided to the parent or eligible student when notified of the right to a hearing.

A request for a formal hearing must be made in writing and addressed to the superintendent of schools.  The response to the request shall be mailed within 10 school days.  The hearing shall be held in accordance with the following:

a.
The hearing will be held within 15 school days after receipt of the request.  Notice of the date, place and time of the hearing will be forwarded to the parent or eligible student by certified mail.

b.
The hearing will be conducted by the principal as designated in writing by the superintendent.  .  The official conducting the hearing shall not be the principal who made the initial decision mor shall it be anyone with a direct interest in the outcome of the hearing.

c.
Parents or eligible student shall be afforded a full and fair opportunity to present evidence relevant to the issues raised and may be assisted or represented by individuals of their choice at their own expense, including an attorney.

d.
The official designated above shall make his decision in writing within 10 school days following the conclusion of the hearing and shall notify the parent or eligible student  that decision by certified mail.

e.
The decision of the official shall be based the evidence presented at the hearing and shall include a summary of the evidence and the reason for the decision.

f.
The decision shall include a statement informing the parents or eligible student of their right to place in the student records a statement commenting upon the information in the records and/or setting forth any reason for disagreement.  Any explanation placed in the records shall be maintained by the school district.  If the student record is disclosed by the school to any other party, the explanation also shall be disclosed to that party.

6.
Disclosure with  written consent
Whenever the district is required by law or policy to seek written consent prior to disclosing personally identifiable information regarding a student, the notive provided to the parent/guardian or eligible student shall contain the following:

a.
The specific records to be released

b.
The specific reasons for such release.

c.
The specific identity of any person, agency or organization requesting such information and the intended uses of the information.

d.
The method or manner by which the records will be released.

e.
The right to review or receive a copy of the records to be released.

Parental consent shall only be valid for the specific instance for which it was given.  Consent for a tudent to participate in any course, school activity, special education program or in any other school program shall not constitute the specific written consent required.

All signed consent forms shall be retained by the school district.

7.  Disclosure without written consent
The school district will disclose personally identifiable information from student records without written consent of the parent or eligible student only to those persons or entities allowed under federal or state law to receive such information.

The school district may disclose group scholastic achievement data from which the individual cannot be identified without written consent of the parent or eligible student.

8.  Disclosure of Disciplinary Information To School Personnel
In accordance with state law, the principal or designee is required to communicate disciplinary information concerning any student enrolled in the school to any teacher who had direct contact with the student in the classroom and to any counselor who has direct contact with the student.  The purpose of the requirement is to keep school personnel apprized of situations that could pose a risk to the safety and welfare of others.

For the purposes of this policy, “disciplinary information” means confidential records maintained by or in possession of the principal or designee on an individual student which indicate the student has committed an overt and willful act which constitutes a violation of the district’s code of student conduct and/or there is reasonable cause to believe, through information provided to the principal from another credible source, that the student could pose a threat to the health and safety of other students and school personnel based on prior misbehavior.

“Disciplinary information” is intended to include only that information of a serious nature that is not otherwise available to teachers and counselors as part of the education records maintained on students or other reports of disciplinary actions.  It is appropriate for instructional staff members to request disciplinary information from the principal or designee on students in their classrooms if there is concern that the student poses a threat to the safety of other students or school officials.

Any teacher or counselor to whom disciplinary information is reported shall maintain the confidentiality of the information and shall not communicate it to any other person.  The principal or designee is required to inform the student and the student’s parent/guardian when disciplinary information is communicated and to provide a copy of the disciplinary information.  The student and/or the student’s parent/guardian may challenge the accuracy of  disciplinary information through the administrative regulations which accompany this policy.

9.
Disclosure to military recruiting officers
Names, addresses and home telephone numbers of secondary school students shall be released to military recruiting officers within 90 days of the request unless a student submits a written request that such information not be released.  Reasonable and customary actual expenses directly incurred by the district in furnishing this information shall be paid by the requesting service.

10.
Disclosure to Medicaid

In all cases in which a student is enrolled in the Colorado Medicaid program, the district shall release directory information consisting of the student’;s name, date of birth, and gender to Health Care Policy and Financing (Colorado’s Medicaid agency) to verify Medicaid eligibility of students.  The district shall obtain written consent annually from a parent/guardian before the release of any non-directory information required for billing.  To accomplish this, the district shall include a consent form with the “start of school” information each fall.
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