WORKING DRAFT

11/15/2007

K-009:  Custodian of Public Records
Approved by:  Governing Council


Effective Date:  June 13, 2005

Revision Date(s):  



POLICY:
East Mountain High School recognizes that the official Custodian of Public Records for the School will be the Principal or the Principal’s designee.  The Custodian of Public Records determines what information can be disclosed, circumstances surrounding disclosure and the process for doing so.  



PROCEDURES:



I.
RIGHTS OF NON-CUSTODIAL PARENTS TO STUDENT RECORDS

A. Non-custodial parents are entitled access to student records on the same basis as custodial parents unless there is a court order or provision in the divorce decree prohibiting such access.

B. Non-custodial parents may be sent information pertaining to school activities - such as newsletters, bulletins, etc., if they provide the school with sufficient self-addressed, stamped envelopes.

C. Non-custodial parents may request, and will be granted, on a reasonable basis, conferences with teachers to discuss their children's progress.  The Principal will determine the reasonableness of requests for parent conferences on the part of both custodial and non-custodial parents.

D. The Principal is advised to request a copy of the divorce decree and/or custody agreement to assure that there are no restrictive provisions pertaining to the rights of the non-custodial parent.



II.
INQUIRIES REGARDING STUDENT INFORMATION OR STUDENT RECORDS

A. EMHS employees may be contacted with regard to legal matters to which East Mountain High School is not a party. Examples include when:

1. In a divorce case or child custody dispute, attorneys for one of the parents may contact teachers, counselors, nurses, principals, diagnosticians, etc., by phone and inquire about a particular child. 

2. Attorneys involved in the defense or prosecution of juveniles sometimes contact EMHS personnel.

3. EMHS personnel are contacted when a child's parents sue a doctor or hospital for malpractice that allegedly resulted in injury to the child.

B. EMHS discourages personnel from a) becoming involved in legal disputes or other matters in which the school is not a party to the legal action, b) meeting or talking with anyone other than a student's parent or guardian about a particular student, and c) being involved in disputes between parents.  

C. In all cases, EMHS personnel are directed to refrain from volunteering information over the phone to anyone whom they do not know personally.  

D. In all cases where an attorney, an attorney's agent, or any officer of the court contacts an EMHS employee regarding EMHS students, personnel, or other school business, the employee should refer that inquiry to his/her immediate supervisor.  The supervisor is to contact the Principal.

E. In some cases, teachers or other personnel such as counselors and diagnosticians are to serve as a witness or an expert witness.  EMHS personnel are directed not to volunteer as witnesses unless they have checked with the Principal.  Leave with pay will be granted to a teacher where absence from duty is required by a lawful subpoena to testify in a court proceeding or in an administrative hearing.  Witness fees received by an EMHS employee will be submitted promptly to the business office.
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