J-012:  Student Records

Approved by:  Governing Council


Effective Date:  January 26, 2004

Revision Date(s):  September 26, 2011


Policy:
East Mountain High School recognizes the privacy rights afforded under the Family Educational Rights and Privacy Act and the rights of the public to have access to “student directory information” as provided for in the New Mexico’s Inspection of Public Records Act and Confidential Materials Act.  The School further recognizes that any public disclosure of certain information may result in injury to individuals or potential harm and possible liability to the school, and that employees have a responsibility to respect the confidentiality of information under applicable law.    

Note: See K-009



PROCEDURES: 

1. 
Education records shall be considered confidential information and shall not be disclosed without the written consent of the parent, treatment guardian, or the student, if he/she has reached the age of 18 or is attending a post-secondary school.  

2. 
Education records are all records, files, documents, and other materials (handwritten, printed, taped, filmed, or other medium) maintained by the School, or an agent of the school, which contain information directly related to a student, except:

A. A personal record kept by a staff member if it is kept in the sole possession of the maker of the record and is not accessible or related to any other person except a temporary substitute for the maker of the record.

B. An employment record of a student employee which relates exclusively to an individual in his/her capacity as an employee and which is not available for other use.

C. Records that only contain information about a student after he/she is no longer in attendance at the school and does not relate to the person as a student, such as a report of jobs held by graduates.

3. The school may disclose or permit inspection or disclosure without such consent in the following circumstances:

a.
To school officials having a legitimate education interest in the records, including for purposes related to financial aid.

b.
To officials of another school, upon request, in which a student seeks or intends to enroll.  In such a case the parent or eligible student shall receive notice of the request.

c.
To certain officials of the U.S. Department of Education, the Comptroller General, the State and local education authorities, in connection with an audit or evaluation of certain State or federally-supported education programs.

d. 
In connection with a student’s request for or receipt of financial aid to determine the eligibility, amount, or conditions of the financial aid, or to enforce the conditions of the aid.

e. 
To State and local officials or authorities if specifically required by State law adopted before November 19, 1974.

f. 
To accrediting organizations to carry out their functions.

g.
To parents of an eligible student if the student is a dependant for tax purposes.

h.
To comply with a judicial order or a lawfully issued subpoena.  In such a case, School Officials shall make reasonable efforts to notify the parent or eligible student to permit them to challenge disclosure if desired.

i. 
To appropriate parties in a health or safety emergency, or in connection with any investigation of child abuse or neglect if knowledge of the information is necessary to protect the health or safety of the student or other individual.

j. 
To State and local authorities, within a juvenile justice system, pursuant to specific State law.

4. 
The school will advise all recipients of educational records that the information is not to be redisclosed except in accordance with FERPA.  The school may disclose personally identifiable information from an education record only on the condition that the party to whom the information is disclosed will not disclose the information to any other party without the prior consent of the parent or eligible student.

5. 
The School will maintain a record of all requests for and/or disclosures of information from a student’s education records.  The record shall be kept in each student’s cumulative file and shall indicate the name of the party making the request, any additional information to whom the information may be redisclosed, and the legitimate interest the party had in requesting or obtaining the information.  

6. 
The parent or eligible student may review the student’s educational records.

7.  
The school will notify parents of students (and eligible students) of their FERPA rights on a yearly basis.
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