
Policy:  JR 

Descriptor Code:  Student Records 

   

Clarke County School District student records shall be collected, created, 

maintained, and disclosed in a manner that supports the following 

objectives: 

● To safeguard student and family privacy rights and the rights of 

students and family members to control information about themselves 

● To guard student safety by safeguarding their identities and by strictly 

limiting what is revealed about them outside the district 

● To comply with state and federal law and with other applicable school 

district policies 

● To promote effective teaching and learning 

● To support efficient school district administration 

Parents, as well as students who have reached the age of 18, shall be 

effectively informed about their rights with regard to student records. They 

shall be given generous opportunity to participate in the control of 

information about their children and about themselves, including: 

● Opportunities to consent to the collection of information 

● Opportunities to consent to information disclosure 

● Opportunities to inspect the records of their children 

● Opportunities to challenge information in records that they believe is 

inaccurate or misleading 

Definitions 

  

The term record shall mean information collected or maintained by the 

school district in tangible form, regardless of form, including but not limited 

to handwriting, print, computer and other electronic media, video and audio 

tape, film, microfilm, and microfiche. 

  

Education record shall refer to personally identifiable student information 

protected under the Family Educational Rights and Privacy Act (FERPA). 

  

Personally identifiable student information shall mean any information about 

a student or the student's family that makes their identity recognizable. It 

shall include: 

● Information attached to a name, address, telephone number, student 

likeness, family identifier, Social Security number, or permanent 

school district identification number 



● Information that can be matched with other information so as to 

establish the student's identity 

● Information about small groups when the identification of group 

members is commonly known 

Parent shall mean a natural or adoptive parent, a legal guardian, an 

individual acting as a parent in the absence of the parent or guardian, or an 

eligible student as defined by FERPA. 

  

Disclosure shall include permitting access to, revealing, releasing, 

transferring, disseminating, or otherwise communicating all or any part of a 

record orally, in writing, or by electronic or any other means to any person 

or entity. 

  

Information Collection 

 

Unnecessary collection of student information represents a potential threat 

to privacy, it is potentially intrusive, and it wastes school district resources. 

Thus, the collection and maintenance of information about students and 

their families shall be limited to data that are necessary to support a specific 

school district objective. 

  

No education record shall be created or maintained that does not advance at 

least one of the following purposes: 

● Efficient school and/or school district operations and management 

● Instruction 

● Student welfare 

● Research and evaluation 

● Accountability 

● Required state and/or federal reporting 

Written parental consent shall be obtained before students are required to 

participate in any survey, analysis, or evaluation that is funded by the U.S. 

Department of Education and that reveals information concerning the 

following: 

● Political affiliation 

● Mental and psychological problems 

● Sexual behavior and attitudes 

● Illegal or self-incriminating behavior 

● Critical assessments of other individuals or family members 

● Privileged information given to lawyers, physicians, or ministers 

● Religious practices, affiliations, or beliefs 



● Income other than what is required by law for program eligibility 

For any such survey, analysis, or evaluation not funded by the U.S. 

Department of Education, parents shall be notified of the district's intent to 

administer the instrument and of their rights to review the instrument and to 

opt their children out of participation. 

  

Information Disclosure in General 

  

Education records shall be safeguarded, and their disclosure, both within the 

district and to persons and entities outside the district, shall be strictly 

controlled. State and federal law shall be regarded as minimum standards 

for handling such information. 

  

Except as otherwise permitted by policy or law and except as detailed in this 

policy, education records shall not be disclosed without prior written parental 

consent to any person or entity, including school district staff members. 

Education records shall not be disclosed except by school officials acting in 

accordance with their responsibilities. 

  

Disclosure to School Officials 

  

Education records may be disclosed to school officials with a legitimate 

educational interest. The term school official shall be limited to the following: 

● A Clarke County School District administrator, supervisor, teacher, or 

support staff person 

● A Clarke County School District Board of Education member 

● A person or entity with whom the district has contracted, including an 

attorney, auditor, medical consultant, or therapist 

● A parent, community volunteer, or student serving inside the school or 

in a district office, either serving on an official committee, such as a 

disciplinary or grievance committee, or 

● assisting school district staff. A principal or director must approve all 

such parents, community volunteers, and students for access to 

education records prior to granting access. In no case, for example, 

shall an office helper be given access and retrospectively be claimed to 

have been acting as a school official. 

A school official may be found to have a legitimate educational interest in a 

student record only if the information is both: 

● Necessary for performing tasks within the official's area of 

responsibility. School officials acting outside the responsibilities of their 

position do not have a legitimate educational interest, even though 



their aim may be to provide a service or benefit to a student. For 

example, a teacher does not have a legitimate educational interest in 

information about a neighbor's child, even though the intent is to help 

the neighbor and child. 

● Consistent with the purposes for which the data are collected, created, 

and/or maintained. 

In determining whether a legitimate educational interest exists, school 

officials shall exercise professional discretion in weighing the specific need to 

know and the sensitivity of the information. In no case shall this policy be 

interpreted so narrowly as to prohibit school officials from exercising their 

responsibilities. 

  

Disclosure to Other School Districts 

  

Education records may be disclosed routinely without parental consent to 

school districts in which the student has enrolled or intends to enroll, upon 

the written request of the receiving school district. In all such cases the 

Clarke County School District shall retain the original copy of the record. 

Information that routinely may be disclosed includes: 

● Enrollment information, including schools and grades attended and 

dates of enrollment 

● Attendance 

● Academic performance 

● Standardized test scores 

● Disciplinary records with respect to a suspension or expulsion, as 

mandated by the ESSA. 

● Records of students with disabilities that are necessary for providing 

special education or related services 

Education records shall not be disclosed to other school districts without 

parental consent if the records are judged to be sensitive, unless the 

disclosure is required by policy or law. Information that shall be considered 

sensitive includes discipline transaction details, counselors' and social 

workers' records of service intervention, and protocols of psychological 

testing. 

  

Disclosure of Directory Information 

  

The following types of student information shall be considered to be 

directory information as governed by FERPA: 

● Student name, address, email address, and telephone number 

● School and grade level 



● Date and place of birth 

● Participation in official school clubs and sports 

● Weight and height of students who are members of athletic teams 

● Dates of attendance in the school district 

● Awards and honors received 

Public notice shall be given of the types of information considered to be 

directory information. Parents shall be notified of their rights to prohibit the 

disclosure of any or all types of directory information. Procedures shall be 

instituted whereby parents can exercise such rights and whereby all such 

information is protected from unauthorized disclosure. 

  

Disclosure of Information to Military Recruiters and Institutions of 

Higher Education 

  

Parents and high school students shall be notified that student names, 

addresses, and telephone numbers routinely can be released to military 

recruiters and institutions of higher education without consent unless a 

parent or high school student exercises their right to prohibit such 

disclosure. In the event that a parent elects to prohibit the disclosure of 

names, addresses, and/or telephone numbers under the provisions of 

Directory Information, above, then that election shall apply also to the 

disclosure of that information to military recruiters and institutions of higher 

education. In the event that a parent elects to allow the disclosure of names, 

addresses, and telephone numbers under the provisions of Directory 

Information, above, then the parent and/or high school student nonetheless 

may prohibit the disclosure of such information to military recruiters or 

institutions of higher education or both. 

  

Disclosure of Student Images 

  

The term student image shall include any photograph, picture, portrait, 

likeness, videotape, or sound recording on which one or more students are 

personally identifiable. 

  

Disclosure of Information to Researchers outside the School District 

  

Education records may be disclosed without parental consent to persons and 

entities outside the school district to conduct studies that concern the 

development or administration of tests, the administration of student aid 

programs, or the improvement of instruction. Disclosures of education 

records to researchers for all other purposes shall require parental consent. 

  

Researchers' requests for education records shall be considered on a 

case-by-case basis, with 



consideration being given to the following factors: 

● Anticipated benefits of the research weighed against costs of gathering 

the data 

● Purpose, methodology, and duration of the research 

● Sensitivity of the requested data and the potential for invading student 

privacy 

● Reputation of the researcher 

● Availability of school district staff to monitor the research activities 

Prior to disclosing education records to a researcher, a written agreement 

shall be executed in which the researcher provides assurance that the 

information will be appropriately safeguarded. The agreement shall specify 

at a minimum: 

● Researcher's consent to maintain the privacy of the data 

● Arrangements whereby the data are either returned or destroyed after 

completion of the study 

● Researcher's consent to unannounced, unscheduled inspections of the 

data site 

● Either researcher's consent not to re-release the data to a third party 

or the precise terms and conditions of re-release 

● Special provisions for handling the data 

● Researcher's assurance that all persons handling personally identifiable 

student information will be instructed on, and agree to, the terms of 

the researcher's agreement with the school district 

Disclosure to Other Education Agencies and Service Agencies 

  

Education records may be disclosed to other education agencies and to 

service agencies in order to develop coordinated data systems that aid the 

school district and such agencies in serving children and their families. Such 

disclosure shall be made only in accordance with a written memorandum 

of understanding or legal agreement between the school district and the 

agency. The memorandum shall be executed by the Superintendent and 

minimally shall prescribe: 

● Types of information to be exchanged 

● Purposes for which the information may be used 

● Mechanisms for exchange 

● Provisions for handling and safeguarding the information 

● Conditions of re-release, if any 

● Procedures for obtaining informed parental consent, if necessary 

  



Disclosure of Information Protected under the National School Lunch 

Act 

  

Information collected under the National School Lunch Act (NSLA) shall be 

protected as required by the act. Specific safeguards shall include the 

following: 

● No education records collected under NSLA shall be disclosed, either 

publicly or to school officials unless disclosure has been approved by 

the Superintendent or the Superintendent's designee. Such approval 

shall be required despite the fact that parental permission has been 

obtained. 

● Students' names and eligibility status for free and reduced-price meals 

may be disclosed without parental consent to school officials when 

they are directly connected with and have a need to know such status 

in order to administer NSLA or programs authorized by NSLA. 

● Aggregate data on eligibility status shall be used in lieu of personally 

identifiable information whenever possible. 

Other Disclosure of Education Records 

  

Education records may be disclosed without parental consent to the following 

persons and entities: 

● The U.S. Secretary of Education, authorized representatives of the 

Comptroller General of the United States, and state and designated 

local education authorities for audit and evaluation of educational 

programs  

● Institutions to which students apply to receive financial aid to 

determine eligibility, amount of aid, conditions of aid award, and 

enforcement of award terms and conditions  

● Accrediting organizations to carry out their functions  

● Appropriate parties in a health or safety emergency    

Parental Consent to Disclose Education Records 

  

All parental consent to disclose education records, including student images, 

shall be gathered on approved school district forms. Non-specific, 

encompassing, or long-term parental consent shall be avoided. All such 

forms shall include at a minimum: 

● The individuals or entities to whom the information will be disclosed 

● The specific information to be disclosed 

● The purpose for disclosure 

● The date on which consent expires 



● Printed name of the signer 

● The signer's authorization to sign the form (parent, legal guardian, 

eligible student, etc.) 

● Signature 

● Date 

Parental Inspection of Records 

  

Parents exercising their FERPA rights to inspect the education records of 

their children shall be required to make their request to the information 

custodian. Information custodians shall insure that parents are permitted to 

make such inspection within 45 days of the parent's request and shall insure 

that parents are provided an explanation or interpretation of the 

information. Requests shall be on an approved school district form, which 

shall provide for documenting the date and other details of the actual 

inspection and which shall be filed in the student's permanent folder. 

 

Parental Inspection of Video Records 

 

Parents and guardians have the right to view the video recording of a 

disciplinary incident on school property when the incident involves their child 

and when the child may receive a discipline consequence as a result of the 

incident. If the video includes multiple students, the parent/guardian of the 

disciplined child may view the video without approval from the other parents 

or guardians.  The parent or guardian may not obtain a copy of the video 

record and may not record the viewing on another recording device.  The 

video may be viewed in the school with the principal or assistant principal 

present.  

  

Parental Challenges to Record Contents 

  

Parents petitioning for an amendment of a student record shall, upon 

request, be granted a hearing with the student's school principal and at least 

one other school representative selected by the principal. In the event that 

the petitioner is unsuccessful at the school hearing, the petitioner shall have 

the right to appeal to the Superintendent. Appeals shall be required in 

writing within ten school days of the school hearing. In the event that the 

petitioner is unsuccessful at appeal, the petitioner shall have the right to 

attach to the contested record a statement disputing the contents. Records 

documenting the request to amend, subsequent appeals, if any, and 

actions taken shall be filed in the student's permanent folder. 

  

Notices to Parents 

  

Annual notice shall be given to parents that shall include: 



  

● Parental rights to inspect and review their child's education records 

● Parental rights to seek amendment of records that they believe to be 

inaccurate, misleading, or otherwise in violation of their child's rights 

● Parental rights to prohibit disclosure of education records 

● All instances in which the school district intends routinely to disclose 

education records without parental consent 

● Parental rights to file a complaint with the U.S. Department of 

Education concerning school district failure to comply with FERPA 
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State Reference Description 

O.C.G.A 10-12-0012 Retention of electronic records 

O.C.G.A 19-07-0005 Reporting child abuse 

O.C.G.A 20-02-0133 Free public instruction; exceptions; eligibility; transfer 

and utilization; funding 

O.C.G.A 20-02-0150 Eligibility for enrollment 

O.C.G.A 20-02-0160 Determination of enrollment; determination of funding 

O.C.G.A 20-02-0320 State-wide comprehensive educational information 

system; 

identification of data to implement Quality Basic Education 

Program 

O.C.G.A 20-02-0667 Parental and student review of education record; model 

policies 

O.C.G.A 20-02-0670 Reqts. for transferring students beyond 6th grade 

O.C.G.A 20-02-0690 Requirements for private schools and home study 

programs 

O.C.G.A 20-02-0697 Cooperation of principals and teachers with attendance 

officers and visiting teachers 

O.C.G.A 20-02-0720 Inspection of student's records by parents 

O.C.G.A 20-02-0757 Applicability of public inspection and open meeting laws 

O.C.G.A 20-17-0002 Interstate Compact on Educational Opportunity for 

Military Children 

O.C.G.A 24-12-0021 Disclosure of AIDS confidential information 

O.C.G.A 31-22-0009.1 HIV tests - Who may perform test 

O.C.G.A 40-05-0022 Requirements for licensure; school attendance 

requirements 

O.C.G.A 49-05-0040 Child Abuse and Deprivation Records; definitions, 

confidentiality of records 



O.C.G.A 50-18-0070 Legislative intent; definitions 

O.C.G.A 50-18-0071 Right of access; timing; fees; denial of requests; 

impact of electronic records 

O.C.G.A 50-18-0072 When public disclosure is not required 

O.C.G.A 50-18-0073 Jurisdiction to enforce article; attorney's fees and 

litigation expenses; good faith reliance 

O.C.G.A 50-18-0074 Penalty for violations of Open Records Act; prosecution 

proceedings 

O.C.G.A 50-18-0099 Records management programs for local governments 

  

Rule 160-1-3-.03 Infectious Diseases 

Rule 160-1-3-.05 Assessment of Costs 

Rule 160-4-2-.34 Dual Enrollment - Move On When Ready Rule 160-4-7-.09 

Procedural Safeguards/Parent Rights Rule 160-4-7-.19 Services for 

Agency-Placed Students Rule 160-5-1-.07 Student And Staff Data 

Collections 

Rule 160-5-1-.14 Transfer of Student Records 

  

Federal Reference Description 

15 USC 6501 Children's Online Privacy Protection Act - Definitions 

15 USC 6502 Children's Online Privacy Protection Act-Regulation of unfair 

and deceptive acts in collection and use of personal info from and about 

children 

15 USC 6503 Children's Online Privacy Protection Act - Safe harbors 

20 USC 1232g Family Educational Rights and Privacy Act of 1974 (FERPA) 

20 USC 1232h Protection of Pupil Rights Amendment (PPRA) 

20 USC 1412(a)(8) Confidentiality of IDEA Records 

34 CFR 300.618 IDEA - Amendment of records at parent's request 

34 CFR 300.624 IDEA - Destruction of information. 

  

34 CFR 99.21 FERPA - Amending education records; right to a hearing 

34 CFR 99.7 Contents of annual FERPA notice to parents and eligible 

students 

  

These references are not intended to be part of the policy itself, nor do they 

indicate the basis or authority for the board to enact this policy. Instead, 

they are provided as additional resources for those interested in the subject 

matter of the policy. 

 


