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Student Records
School student records are confidential, and information from them shall not be released other than as
provided by law. State and federal laws grant students and parents certain rights, including the right to
inspect, copy, and challenge school records. The information contained in school student records shall
be kept current, accurate, clear and relevant. All information maintained concerning a student receiving
special education services shall be directly related to the provision of services to that child. The District
may release directory information as permitted by law, but parents shall have the right to object to the
release of information regarding their child.
The Superintendent shall implement this policy and State and federal law with administrative procedures.
The Superintendent or a designee shall inform staff members of this policy, and shall inform students
and their parents of it, as well as their rights regarding student school records.

Legal Reference: Family Education Rights and Privacy Act, 20 U.S.C. § 1232g; 34 C.F.R. 99
I.C. § 33-209 Transfer of Student Records -- Duties
I.C. § 32-717
A Parents’ Access to Records and Information
No Child Left Behind Act or 2001, P.L. 107-334

Adopted on: 8/20/07
Revised: 9/17/07
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Student Records
Notification to Parents and Students of Rights Concerning a Student’s School Records
This notification may be distributed by any means likely to reach the parent(s)/guardian(s)such as Student
Handbook.

The District will maintain a file for each student that shall contain the information, including but
not limited to the following:
basic identifying information
academic transcripts
attendance record
immunization records
intelligence and aptitude scores
psychological reports
achievement test results
participation in extracurricular activities
honors and awards
teacher anecdotal records
special education files
verified reports or information from non-educational persons
verified information of clear relevance to the student’s education
information pertaining to release of this record
disciplinary information

Family Educational Rights and Privacy Act (FERPA)

The Family Educational Rights and Privacy Act (FERPA) affords parents/guardians and students
over eighteen (18) years of age (“eligible students”) certain rights with respect to the student’s
education records. They are:
1. The right to inspect and copy the student’s education records.
Parents/guardians or eligible students should submit to the school principal (or appropriate
school official) a written request that identifies the record(s) they wish to inspect. The
principal will make arrangements for access and notify the parent(s)/ guardian(s) or eligible
student of the time and place where the records may be inspected.
The District charges a nominal fee for copying. The rights contained in this section are
denied to any person against whom an order of protection has been entered concerning a
student.

2. The right to request the amendment of the student’s education records that the
parent(s)/guardian(s) or eligible student believes are inaccurate, misleading,
irrelevant, or improper.
Parents/guardians or eligible students may ask the District to amend a record that they
believe is inaccurate, misleading, irrelevant, or improper. They should write the school
principal or records custodian, clearly identifying the part of the record they want
changed, and specify the reason.
If the District decides not to amend the record as requested by the parent(s)/guardian(s) or
eligible student, the District will notify the parent(s)/guardian(s) or eligible student of the
decision.
3. The right to permit disclosure of personally identifiable information contained in the
student’s education records, except to the extent that FERPA or state law authorizes
disclosure without consent.
Disclosure is permitted without consent to school officials with legitimate educational or
administrative interests. A school official is a person employed by the District as an
administrator, supervisor, instructor, or support staff member (including health or
medical staff and law enforcement unit personnel); a person serving on the Board; a
person or company with whom the District has contracted to perform a special task (such
as an attorney, auditor, medical consultant, or therapist); or a parent(s)/guardian(s), such
as a disciplinary or grievance committee, or assisting another school official in
performing his or her tasks.
A school official has a legitimate educational interest if the official needs to review an
education record in order to fulfill his or her professional responsibility.
Upon request, the District discloses education records without consent to officials of
another school district in which a student has enrolled or intends to enroll, as well as to
any person as specifically required by state or federal law
Disclosure is also permitted without consent to: any person for research, statistical
reporting or planning, provided that no student or parent(s)/guardian(s) can be
identified; any person named in a court order; and appropriate persons if the
knowledge of such information is necessary to protect the health or safety of the
student or other persons.
4. The right to a copy of any school student record proposed to be destroyed or
deleted.

5. The right to prohibit the release of directory information concerning the
parent’s/guardian’s child.
Throughout the school year, the District may release directory information regarding
students, limited to:
name
address
telephone listing
photograph
grade level
participation in officially recognized activities and sports
weight and height of members of athletic teams
degrees, honors and awards received
most recent educational agency or institution attended
Any parent(s)/guardian(s) or eligible student may prohibit the release of any or all of the above
information by delivering a written objection to the building principal within thirty (30) days of the date
of this notice. No directory information will be released within this time period, unless the
parent(s)/guardian(s) or eligible student are specifically informed otherwise.
6. The right to request that that information not be released to military recruiters and/or
institutions of higher education.
Pursuant to Federal Law, the District is required to release the names, addresses, and telephone
numbers of all high school students to military recruiters and institutes of higher education upon
request.
Parent(s)/guardian(s) or eligible students may request that the District not release this
information, and the District will comply with request.

7. The right to file a complaint with the U.S. Department of Education concerning
alleged failures by the District to comply with the requirements of FERPA.
The name and address of the office that administers FERPA is:
Family Policy Compliance Office U.S.
Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-4605
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Student Records
Maintenance of School Student Records
The District shall maintain a record for each student that shall contain information, including but not
limited to the following:
basic identifying information
academic transcripts
immunization records
attendance records
intelligence and aptitude scores
psychological reports
achievement test results
participation in extracurricular activities
honors and awards teacher
anecdotal records
verified reports or information from non-educational persons
verified information of clear relevance to the student’s education
information pertaining to release of this record
disciplinary information
Information in student files shall be maintained for a period of 5 years after a student graduates or
permanently leaves the District. Records which may be of continued assistance to a student with
disabilities who graduates or permanently withdraws from the District, may, after five (5) years, be
transferred to the parents or to the student if the student has succeeded to the rights of the parents.
The building principal shall be responsible for the maintenance, retention, or destruction of a student’s
records, in accordance with the District’s procedure established by the Superintendent.
Access to Student Records
The District shall grant access to student records as follows:
1. The District or any District employee shall not release, disclose, or grant access to information
found in any student record except under the conditions set forth in this document.
2. Where the parents are divorced or separated, both shall be permitted to inspect and copy the student’s
school records unless a court order indicates otherwise. The District shall send copies of the
following to both parents at either one’s request, unless a court order indicates otherwise:
a.
b.
c.
d.

Academic progress reports or records;
Health reports;
Notices of parent-teacher conferences;
School calendars distributed to parents/guardians; and

e. Notices about open houses and other major school events, including pupil-parent
interaction.
When the student reaches eighteen (18) years of age, graduates from high school, marries, or enters
military service, all rights and privileges accorded to the parent become exclusively those of the
student.
Access shall not be granted to the parent or the student to confidential letters and recommendations
concerning the admission to a post-secondary educational institution, applications for employment,
or the receipt of an honor or award, if the student has waived his or her right of access, after being
advised of his or her right to obtain the names of all persons making such confidential letters or
statements.
3. The District may grant access to, or release information from, student records to employees of
officials of the District or the Idaho State Board of Education, provided a current, demonstrable,
educational or administrative need is shown, without parental consent or notification. Access in
such cases shall be limited to the satisfaction of that need.
4. The District may grant access to, or release information from, student records without
parental consent or notification to any person, for the purpose of research, statistical
reporting, or planning, provided that no student or parent can be identified from the
information released, and the person to whom the information is released signs an affidavit
agreeing to comply with all applicable statutes and rules pertaining to school student records.
5. The District shall grant access to or release information from a student’s records pursuant to a
court order,
6. The District shall grant access to or release information from any student record as
specifically required by federal or state statute.
7. The District shall grant access to or release information from student records to any person
possessing a written, dated consent, signed by the parent or eligible student with particularity as to
whom the records may be released, the information or record to be released, and the reason for the
release. One (1) copy of the consent form will be kept in the records, and one (1) copy shall be
mailed to the parent or eligible student by the Superintendent. Whenever the District requests the
consent to release certain records, the records custodian shall inform the parent or eligible student of
the right to limit such consent to specific portions of information in the records.
8. The District may release student records to the Superintendent or an official with similar
responsibilities in a school in which the student has enrolled or intends to enroll, upon written
request from such official.
9. The District may release student records or information in connection with an emergency, without
parental consent, if the knowledge of such information is necessary to protect the health or safety of
the student or other persons. The records custodian shall make this decision taking into
consideration the nature of the emergency, the seriousness of the threat to the health and safety of
the student or other persons, the need for such records to meet the emergency, and whether the
persons to whom such records are released are in a position to deal with the emergency.

10. The District may disclose, without parental consent, student records or information to law youth
court and law enforcement authorities pertaining to violations of the Idaho Youth Court Act or
criminal laws by the student.

11. The District will comply with an ex parte order requiring it to permit the U.S. Attorney General or
designee to have access to a student’s school records without notice to or consent of the student’s
parent(s)/guardian(s).
12. The District charges a nominal fee for copying information in the student’s records.
13. A record of all releases of information from student records (including all instances of access
granted, whether or not records were copied) shall be kept and maintained as part of such records.
This record shall be maintained for the life of the student record and shall be accessible only to the
parent or eligible student, records custodian, or other person. The record of release shall include:
a.
b.
c.
d.
e.

Information released or made accessible.
The name and signature of the records custodian.
The name and position of the person obtaining the release or access.
The date of the release or grant of access.
A copy of any consent to such release.

Directory Information
The District may release certain directory information regarding students, except that parents may
prohibit such a release. Directory information shall be limited to:

name
address
telephone listing
photograph
grade level
participation in officially recognized activities and sports
weight and height of members of athletic teams
degrees, honors and awards received
most recent educational agency or institution attended
The notification to parents and students concerning school records will inform them of their right to object
to the release of directory information.
Student Record Challenges
•

The parents may challenge the accuracy, relevancy or propriety of the records, except (1)
grades, and (2) references to expulsions or out-of-school suspensions, if the challenge is
made when the student’s school records are being forwarded to another school.
The parents may insert a written statement of reasonable length describing their position on disputed
information. The school will include a statement in any release of the information in dispute.

Legal Reference: 20 U.S.C. 1232g; 34 C.F.R. 99 Family Education Rights and Privacy Act,
I.C. 33-209
Transfer of Students Records – Duties
I.C. 32-717A
Parents’ Access to Records and Information
Adopted: 8/20/07
Revised: 9/17/07

Student Records Access Form
Student Name: ______________________________

Date of Birth: ____________

Name of person making request: _____________________________________________
Relationship to student: ____________________________________________________
I would like to:
I would like to inspect my student’s school cumulative record
I would like to obtain a copy of my student’s school cumulative record
I would like to inspect and obtain a copy of my student’s school cumulative
record.
Inspection
I would like to visually inspect the following:
My student’s complete cumulative record.
My record at this office for the time period ____________ to _____________.
A specific section of my record (please describe):
________________________________________________________________________
________________________________________________________________________
Obtaining a copy
I would like to obtain a copy of the following:
My student’s complete school cumulative record.
My record at this office for the time period ____________ to _____________.
A specific section of my record (please describe):
________________________________________________________________________
________________________________________________________________________
I request the record in the form of:
Readable hard copy at a fee per page indicated below, and payable at time of receipt.
A summary in lieu of receiving the complete record, at a fee indicated below.
Other format agreed to by the school and at a fee indicated below:
________________________________________________________________________
Delivery
I would like to pick up the copy of my records on the following date and time:
________________________________________________________________________
Please mail the copy of my student’s records to:
________________________________________________________________________
________________________________________________________________________
I agree to a fee of $______________ payable at time of receipt.
This practice has the right to deny access, in whole or in part to protected health information as provided in
164.524 paragraph(s) sections (2) and (3) of the Healthcare Portability and Accountability Act of 1996.
Signature: __________________________________________ Date: __________________
Relationship to student: _______________________________


