FERPA Compliance Procedure
[Organization], in the course of interacting with the school districts in the county, will come into contact with student data which is regulated by the Family Educational Rights and Privacy Act of 1974 (FERPA). 
1. Purpose
The purpose of this procedure is to assist employees in understanding their responsibilities in regards to a student’s rights under FERPA.  

2. Scope
FERPA applies to all institutions that receive federal funds administered by the U.S. Secretary of Education, including grants. As [organization] receives funding and provides support to the districts, any student information will fall under FERPA guidelines regardless of the student’s enrollment status, age, or parental dependency status.  

3. Procedure
Student Rights under FERPA:
· The right to inspect and review one’s own education records.
· The right to request an amendment to the education records that the student believes are inaccurate or misleading. (Note: The right to challenge grades does not apply unless the assigned grade was inaccurately recorded. If this is the case, the record will be corrected.)
· The right to limit disclosure of personally identifiable information (PII), including “directory information.”
· The right to file a complaint with the U.S. Department of Education, Family Policy Compliance Office, concerning alleged failures of an institution to comply with the requirements of FERPA.
· Students do not have a right to access records that are kept in the sole possession of the person who created the record, are used only as a personal memory aid and are not accessible by or revealed to any other person except as a temporary substitute for the person who created the record.
Education Records under FERPA Are:
· With certain exceptions, an education record is any record from which 1) a student can be personally identified and 2) can be maintained by an institution. 
· Notes made in the presence of others are considered as education records.
Education Records under FERPA Are Not:
· Sole possession records or private notes held by school officials that are not accessible or released to other personnel. 
· Law enforcement or campus security records that are solely for law enforcement purposes and maintained solely by the law enforcement unit.
· Records relating to individuals who are employed by the institution (unless employment is contingent upon being a student.)
· Records relating to treatment provided by a physician, psychiatrist, psychologist, or other recognized professional or paraprofessional and disclosed only to individuals providing such treatment.
· Records of an institution that contain information about an individual obtained after that person is no longer a student at that institution (i.e. alumni records.)
Student Education Record Access:
· Individual students may have access to their own student records.
· Parents of students under eighteen (18) years of age are permitted to obtain the education records.
· Whomever the student (or parents of an underage student) authorizes by providing written consent may have access to student records. Note that consent must be written, signed, dated and specific in regards to the records that will be disclosed and to who will receive them.
· Any party requesting directory information can receive student records, excluding records with a FERPA Hold designation.
· School official with a legitimate education interest may access student records.
· District staff are not automatically entitled to access all information about their students. District staff have a legitimate education interest in the information only if it is relevant and necessary to fulfill their role in the student’s education.
· Staff can share information about distressed or disruptive students with District or County officials who have a legitimate educational interest in the information. In addition, if a health or safety emergency exists, staff can share information with other people, within and outside the organization, to protect the health or safety of the student and others.
· Officials of other schools in which a student seeks or intends to enroll or is enrolled may access the records.
· Persons in connection with a health or safety emergency have access.
· An alleged victim of an alleged perpetrator of a crime of violence or a non-forcible sex offense in connection with a disciplinary proceeding can obtain student records.
· Note: In general, presume that all student information is confidential, regardless if it is directory information, and do not disclose information without a student or parent’s written consent, except to district or county officials who have a legitimate educational interest in the information. Assume that a FERPA hold is in place until it has been checked.
· [bookmark: _GoBack]Note: Parents of students over eighteen (18) years of age do not have a right to obtain information from student records, including grades and faculty records about a student’s performance in class. Students over eighteen (18) years of age may consent to disclose of information to their parents.
FERPA Hold
Students or parents of students under the age of eighteen (18) may request, in writing, that directory information not be disclosed. As such, this information will not be made available to the general public. 
Student Consent
Students or parents of students under the age of eighteen (18) that wish to consent to disclosure of information from student records must state in writing the following: which records may be disclosed, the party or class of parties to whom the records may be disclosed, the purpose of the disclosure, the date of the request and the signature of the requestor. 

4. Enforcement
This procedure is for your protection. All [organization] employees are expected to be compliant with the regulations outlined in FERPA as violations could lead to the withholding of federal funding. Violation of this procedure could be reported to the appropriate supervisor and could be subject to potential disciplinary action, up to and including termination.

5. Exceptions
The only exceptions to the procedure would involve written consent, either to disclose specific information to a specific source, or non-disclosure of directory information. 

6. Definitions
· Directory Information: This type of information can be disclosed, unless there is a written request for non-disclosure. 
It includes the following student information: 
· Name
· Address
· Telephone number(s)
· Email address(es)
· Date and Place of birth
· Participation in officially recognized activities and sports.
· FERPA: The Family Educational Rights and Privacy Act of 1974 sets forth requirements regarding the rights of students and the obligations of institutions to ensure the privacy and accuracy of education records. 






		

