
NOTIFICATION TO PARENTS REGARDING STUDENT RECORDS

In compliance with Federal Regulations, the Delphos City School District has
established the following guidelines concerning student records:

Each student’s record will be kept in a confidential file located at the student’s school
office. The information in a student’s record file will be available for review only by the
parents or legal guardian of a student, adult student (eighteen (18) years of age or
older), and those authorized by Federal Law and District Regulations.

A parent, guardian, or adult student has the following rights:

Annual Notification
1. the right of a parent(s) or eligible student to inspect and review the student’s

education records;

2. the intent of the District to limit the disclosure of information contained in a
student’s education records, except: (1) by the prior written consent of the
student’s parent(s) or the eligible student, (2) as directory information or (3) under
certain limited circumstances, as permitted by law;

3. the right of a student’s parent(s) or an eligible student to seek to correct parts of
the student’s education records which he/she believes to be inaccurate,
misleading or in violation of student rights; this right includes a hearing to present
evidence that the records should be changed if the District decides not to alter
them according to the parent(s)’ or eligible student’s request;

4. the right of any person to file a complaint with the Department of Education if the
District violates FERPA and

5. obtain a copy of the District’s policy and administrative guidelines on student
records.

An administrator arranges to provide translations of this notice to non-English-speaking
parents in their native language.



NOTIFICATION OF RIGHTS UNDER FERPA:

Parents or eligible students may inspect and review education records to which they are
entitled to have access upon request. In some circumstances, it may be mutually more
convenient for the record custodian to provide copies of records. (See the schedule of
fees for copies.)

Since a student’s records may be maintained in several locations, the school principal
may offer to collect copies of records or the records themselves from locations other
than a student’s school, so that they may be inspected at one site. If parents and
eligible students wish to inspect records where they are maintained, school principals
accommodate their wishes.

Parents or eligible students should submit to the student’s school principal a written
request, which identifies as precisely as possible the record or records that he/she
wishes to inspect.

The principal (or other custodian) contacts the parent(s) of the student or the eligible
student to discuss how access is best arranged (copies at the exact location or records
brought to a single site).

The principal (or other custodian) makes the needed arrangements as promptly as
possible and notifies the parent(s) or eligible student of the time and place where the
records may be inspected. This procedure must be completed within 45 days or earlier
after the receipt of the request for access.

If for any valid reason, such as working hours, distance between record location sites or
health, a parent(s) or eligible student cannot personally inspect and review a student’s
education records, the District arranges for the parent(s) or eligible student to obtain
copies of the records. (See information below regarding fees for copies of records.)

When records contain information about students other than a parent(s)’ child or the
eligible student, the parent(s) or eligible student may not inspect and review the records
of the other students.


