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Release of Student Records

Individual student files are not available for public inspection. Except as provided in IDAE with regard to
student records which are student data submitted to or maintained in a statewide longitudinal data system,
the custodian of student records shall disclose the student’s educational records only as provided for in this
policy.

Directory Information

Annual notice shall be given to parents and eligible students concerning their rights with regard to the student
records. In addition, the custodian of the educational records shall give annual public notice of the class of
records the institution has designated as directory information, and of the right of the parent or eligible
student to opt-out of the release of directory information without prior written consent. The appropriate
forms for providing notice shall be on file in the office of the custodian of the educational records.

After giving notice and allowing a reasonable period of time for parents or eligible students to inform the
district that any or all of the directory information should not be released without prior written consent, the
custodian of records may make directory information available without parental or eligible student's consent.

The custodian of records shall make student recruiting information, including student name, address, and
telephone listing, available to military recruiters and postsecondary institutions, unless parents or eligible
students provide a written request to the district providing that the specified information not be released
without prior written consent. Notice of the option to opt-out of the release of recruitment information shall
be provided to parents and eligible students in the district’s annual notice of rights under the Family
Educational Rights and Privacy Act.

For the purposes of this policy, school official means teacher, administrator, other certified employee or board
of education. The district may disclose, without the parents or eligible students’ consent, personally
identifiable information to school officials with a legitimate educational interest. A school official is a person
employed by the school as an administrator, supervisor, instructor, or support-staff member (including health
or medical staff and law enforcement unit personnel); the school board (in executive session); a person or
company with whom the school has contracted to perform a special task (such as an attorney, auditor, medical
consultant, or therapist); or a parent or student serving on an official committee 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.

The custodian may disclose students’ education records to the following persons without the prior consent of
the parents:
e Other school officials, including teachers within the district who have legitimate educational interests;
e Officials of other schools or school systems in which the student intends to enroll. The school district
will forward student records to such institutions without further notice to the parents or eligible
student when the disclosure is initiated by a parent or eligible student or an annual notice provided to
parents and eligible students by the district informs them that such records will be automatically
disclosed to these institutions for the purposes of enrollment or transfer of the student;
e Authorized persons to whom a student has applied for or from whom a student has received financial
aid;



e State and local officials or authorities to whom such information is specifically required to be reported
or disclosed pursuant to state statutes;

e Organizations conducting studies for educational agencies for the purpose of developing, validating or
administering student tests or programs;

e Accrediting organizations;

e Parents of a student 18 years of age if parents claim the student as a dependent for income tax
purposes;

® ¢ Appropriate persons if knowledge of any information is necessary to protect the health or safety of
the student or other persons in an emergency;

® An agency caseworker or representative of a state or local child welfare agency or tribal organization
who has the right to access a student’s case plan when such agency or organization is legally responsible
for the care and protection of the student and when any further disclosure of such information thereby
will be limited in accordance with law; and

® |n compliance with a lawfully issued subpoena or judicial order.

Access will be granted to any third party upon written authorization of the eligible student, parent or guardian.

No personally identifiable information contained in personal school records shall be furnished to any person
other than those named herein. When there is written instruction from the student's parents, guardian or the
eligible student specifying the records, the reasons and the person(s) to whom the release is to be made, a
copy of the records to be released shall be made available to the student, parents or guardian upon request.
When information is requested in compliance with a judicial order or pursuant to any lawfully issued
subpoena, parent(s)/guardian and the student shall be notified of the orders or subpoenas in advance of
compliance with the order or subpoena unless:

e the order or subpoena specifically forbids such disclosure; or

¢ the order is issued in the context of a court proceeding where a parent is a party and the proceeding

involves child abuse and neglect or dependency matters.

Nothing contained in this policy shall preclude authorized representatives of the Comptroller General of the
United States, the Secretary and an administrative head of an educational agency or state authorities from
having access to student or other records which may be necessary in connection with the audit and evaluation
of federally supported education programs or the enforcement of the federal legal requirements which relate
to these programs.

The data collection by such official with respect to individual students shall not include information (including
social security numbers) which would permit the personal identification of students or their parents or
guardian on the data collected and provided.

All persons, agencies or organizations desiring access to the records of a student shall be required to sign a
form, which shall be kept permanently with the student's file, but only for inspection by the parents/guardian,
the student or a school official responsible for record maintenance. The form signed shall indicate the specific
educational or other interest of each person, agency or organization has in seeking this information.

Personal information shall be transferred to a third party only on the condition that such party shall not permit
any other party to have access to such information without the written consent of the student's parents or the
eligible student. The board and staff shall protect the rights of privacy of students and their families in
connection with any surveys or data-gathering activities conducted, assisted or authorized by the board or



administration. Regulations established under this policy shall include provisions controlling the use,
dissemination and protection of such data.

Forwarding Pupil Records
Administrators shall forward student's school records upon request and may not withhold them for any

reason.

Policy References: BCBK, CN, CNA, ECA, IDAE, JGGA, JR et seq. and KBA

Adoption Date: 10/09/2000, Revised: 12/08/2003; 06/08/2009; 08/12/2013; 08/11/2014; 02/13/2017


https://docs.google.com/document/d/1UrEWdJ0Fzh3RK5ZuYekyGXK7lHyPHfXuq1cmE7uQuTs/edit?usp=sharing
https://docs.google.com/document/d/1h0zlqHdSQAaeBGDDQLcDu6UIfAeDKoETb7llwpmSSsQ/edit?usp=sharing
https://docs.google.com/document/d/1SDW__qlAw3hYUfXEjTktKL8U4IG1wtLyQGOd9l2iLaw/edit?usp=sharing
https://docs.google.com/document/d/1DGBe43dWRSsWtDQUZfcn4aoDOUFQYfznEkMXuma_ahY/edit?usp=sharing
https://docs.google.com/document/d/1RuJZSKlMUxF8oYaAqOt4DLJaj1PqTAy9b82M0VWf0a4/edit?usp=sharing
https://docs.google.com/document/d/1FMZtk0XB0rpnzT4vcczU1RaA9nBI0ujhmIVI7EuOskY/edit?usp=sharing
https://docs.google.com/document/d/1iGlRwGO9KcckfE7wHSVV5POlsRt4P5jruQJswQ6CdkM/edit?usp=sharing
https://docs.google.com/document/d/1k7b2VPECrlHMwvJCP6zSgHCe_l6fNmeKy3FU6JC_ef0/edit?usp=sharing

