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APPENDIX K
EVACUATION/FIRE

There will be three (3) short blasts and one (1) long blast on air horn.
In the event of an emergency evacuation due to a fire on campus, the safety and well-
being of all individuals on campus are of utmost importance. 

Here are the instructions to be followed:

1. Main Entrance Usage: All individuals should utilize the main entrance for evacuation, 
unless impeded.

2. Evacuation Route: Upon exiting the buildings, proceed towards the gate and exit left 
towards the foot hills and follow the designated path leading to the Celestino White Sr. 
Senior Center.

3. Assembly Point: Assemble in the parking lot of the Celestino White Sr. Senior Center. 
This location has been designated as the assembly point for the evacuation.

4. Attendance Check: Once assembled, attendance will be taken to ensure that everyone 
is accounted for. It’s important for everyone to remain at the assembly point until 
attendance has been completed.

5. Assistance: If anyone requires assistance during the evacuation process, please alert 
the designated personnel or volunteers for support.

6. Emergency Services: Contact emergency services if needed and provide them with 
relevant information about the evacuation location.

7. Follow Instructions: Follow any additional instructions provided by emergency 
personnel or designated authorities to ensure a safe and orderly evacuation process.

8. Stay Calm: Remain calm and assist others as needed during the evacuation. 
Avoid overcrowding or causing panic.

9. All Clear: Do not return to the campus until the “All Clear has been issued by an
emergency personnel or designated authorities.

Remember, the safety of all individuals is paramount during emergencies. Please familiarize 
yourself with these instructions and be prepared to follow them if an evacuation becomes 
necessary.
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ALTERNATE ROUTE
In the event of an emergency evacuation where the main entrance is not accessible, 
individuals should follow these instructions:

1. Gate on the Western Side: If the main entrance is inaccessible, proceed to the gate 
located on the western side of the campus.

2. Destination - Dr. Ruth E. Thomas Auditorium: Upon exiting through the western gate, 
head towards the Dr. Ruth E. Thomas Auditorium. This location has been designated as 
an alternative assembly point for emergency evacuations.

3. Assembly Point: Assemble promptly in the vicinity of the auditorium once you’ve 
reached the designated area.

4. Attendance Check: Once assembled, attendance will be taken to ensure that everyone 
is accounted for. Please cooperate with the individuals conducting the attendance 
check.

5. Follow Instructions: Listen carefully to any further instructions provided by emergency 
personnel or designated authorities. It’s crucial to follow these instructions for everyone’s 
safety.

6. Assistance: If you require assistance or encounter anyone needing help during the 
evacuation, please provide aid or notify designated personnel for assistance.

7. Emergency Services: If necessary, contact emergency services and provide them with 
relevant information about the evacuation location.

8. Remain Calm: Stay calm and assist others as needed during the evacuation process. 
Avoid overcrowding and maintain orderliness.

Two fire drills will be conducted throughout the school year to ensure familiarity with these 
procedures. This measure aims to enhance the preparedness of students and staff in the 
event of a fire emergency, promoting safety and efficient evacuation protocols. Conducting 
regular drills helps reinforce proper procedures, familiarize individuals with escape routes, 
and ensures everyone knows how to respond swiftly and calmly in case of a real emergency.
 

APPENDIX  K. CONT’D UNITED STATES DEPARTMENT OF EDUCATION
STUDENT PRIVACY POLICY OFFICE

Issued March 8, 2023 SPPO-23-01

An Eligible Student Guide to the Family Educational Rights and Privacy Act (FERPA)

The Family Educational Rights and Privacy Act or FERPA (20 U.S.C. §1232g; 34 CFR Part 99) 
provides certain rights for parents regarding their children’s education records. When a 
student reaches 18 years of age or attends an institution of postsecondary education at any 
age, the student becomes an “eligible student,” and all rights under FERPA transfer from 
the parent to the student. This guide discusses an eligible student’s rights under FERPA. A 
companion document discussing parents’ rights under FERPA is available on our website 
at https://studentprivacy.ed.gov/resources/ferpa-general-guidance-parents.

FERPA is a Federal law that is administered by the Student Privacy Policy Office (SPPO) 
in the U.S. Department of Education (Department). FERPA protects “education records,” 
which are generally defined as records that are directly related to a student and maintained 
by an educational agency or institution or by a party acting for the agency or institution. An 
“educational agency or institution,” hereinafter referred to as a “school,” generally means a 
school district, a public elementary or secondary school, or an institution of postsecondary 
education, such as a college or university. There are also a few exemptions to the definition 
of “education records,” such as law enforcement unit records and sole possession records. 
More information is available at https://studentprivacy.ed.gov/faq/what-records-areexempted-ferpa.

FERPA applies to all schools that receive funding under any program administered by 
the Department. Private and faith-based schools at the elementary and secondary levels 
generally do not receive such funding and are, therefore, generally not subject to FERPA. 
Private institutions of postsecondary education, however, generally do receive such 
funding (e.g., student aid under title IV of the Higher Education Act of 1965, as amended) 
and are, therefore, generally subject to FERPA. In addition, the confidentiality of personally 
identifiable information (PII) in the education records of students with disabilities is further 
protected by Part B of the Individuals with Disabilities Education Act (IDEA) (20 U.S.C. 
1417(c) and 34 CFR §§ 300.610-300.626). The IDEA and its implementing regulations contain 
confidentiality provisions that are similar to, but broader than, FERPA, and cover students 
with disabilities who have turned 18 but are still eligible under IDEA. Depending on State 
law, the rights accorded to parents under IDEA Part B may not automatically transfer to 
the student when the student with a disability reaches 18 years old or attends an institution 
of postsecondary education at any age. The IDEA-FERPA crosswalk contains additional 
information comparing IDEA and FERPA and is available at https://studentprivacy.ed.gov/
resources/ferpaidea-crosswalk.
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The rights provided by FERPA to an eligible student include, but are not limited to:

• Access to Education Records
Under FERPA, a school or State Educational Agency (SEA) must provide an eligible student 
with an opportunity to inspect and review their education records within a reasonable period 
of time, but not more than 45 calendar days following the receipt of a request. A school 
or SEA is generally not required to provide an eligible student with copies of education 
records unless circumstances effectively prevent an eligible student from exercising their 
right to inspect and review the education records. For example, if an eligible student who 
does not live within commuting distance of the school requests access to their education 
records, the school would be required to make other arrangements for the eligible student 
to inspect and review the requested records, or to provide a copy of the requested records.

FERPA’s access provisions apply to education records maintained by educational agencies 
or institutions, including documents such as academic transcripts. While eligible students 
have a right to inspect and review their education records, including academic transcripts 
maintained by their schools, eligible students do not necessarily have a right to obtain a 
copy of such records under FERPA.

• Amendment of Education Records
Under FERPA, an eligible student has the right to seek amendment or correction of their 
education records that the eligible student believes to be inaccurate, misleading, or in 
violation of their rights of privacy. However, while a school is not required to amend an 
education record in accordance with an eligible student’s request, a school is required to 
consider the request for amendment, to inform the student of its decision, and, if the request 
is denied, to advise the student of their right to a hearing on the matter. If, as a result of the 
hearing, a school decides not to amend the education records, then the eligible student 
has the right to insert a statement in the record commenting on the contested information 
or stating why they disagree with the decision, or both. That statement must remain with 
the contested part of the education record for as long as the record is maintained and be 
included whenever the contested part is disclosed. While an eligible student has the right 
to seek to amend non-substantive factual errors in the student’s education records, the 
right is not unlimited. A school is not required by FERPA to afford an eligible student the 
right to seek to change substantive decisions made by school officials, such as substantive 
decisions made in the context of grades given to a student based on their performance, 
other evaluations of the student’s performance, or disciplinary decisions.

• Disclosure of Education Records
Under FERPA, a school generally may not disclose PII from an eligible student’s education 
records to a third party unless the eligible student has provided prior written consent. Even 
with the prior written consent of an eligible student, a school is not required by FERPA to 
disclose PII from education records to third parties. Accordingly, under FERPA, a school 
3 may have a policy of not disclosing PII from education records to third parties if the 
eligible student owes money to the school. There are several exceptions to FERPA’s general 
consent requirement, some of which are described below. Under these exceptions, schools 
are permitted to disclose PII from education records without consent to a third party, but 

they are not required to do so by FERPA.

School Official
FERPA allows “school officials,” including faculty and staff within an institution of 

postsecondary education, to access PII from education records without consent, provided 
the school has determined that they have a “legitimate educational interest” in the 
information. The school’s annual notification of rights under FERPA must specify the criteria 
for determining which parties are “school officials” and what the school considers to be a 
“legitimate educational interest.” Typically, a school official has a legitimate educational 
interest if the official needs to review an education record in order to fulfill their professional 
responsibility.

Also, under the “school official” exception to the consent requirement, FERPA permits 
a school to disclose PII from education records to contractors (e.g., software/application 
vendors or lawyers), consultants (e.g., nutritional or information technology consultants), 
volunteers (e.g., student volunteers or tutors) or other third parties to whom the school has 
outsourced institutional services or functions, provided that the outside party:

1. Performs an institutional service or function for which the school would otherwise 
use employees;

2. Is under the direct control of the school with respect to the use and maintenance 
of education records;

3. Is subject to the requirements in FERPA that PII from education records may be 
used only for the purposes for which the disclosure was made, and which govern 
the re-disclosure of PII from education records; and

4. Meets the criteria specified in the school’s annual notification of FERPA rights for 
being a school official with a legitimate educational interest in the education 
records.

Seeks or Intends to Enroll
Another exception to FERPA’s general consent requirement permits a school to disclose 
PII from an eligible student’s education records, without consent, to another school in 
which the student seeks or intends to enroll, or where the student is already enrolled, as 
long as the purpose of the disclosure is related to the student’s enrollment or transfer. 
A school that discloses education records under this exception must make a reasonable 
attempt to notify the eligible student of the disclosure, unless the disclosure is initiated 
by the student, or the school’s annual notification of rights under FERPA includes a notice 
that it forwards education records to other schools that have requested the records and in 
which the student seeks or intends to enroll or is already enrolled, as long as the disclosure 
is for purposes related to the student’s enrollment or transfer. A school that discloses 
education records under this exception also must provide the student, upon request, a 
copy of the records that were disclosed and, upon request, an opportunity for a 4 hearing 
to amend the records that were disclosed. Under this exception, a school has the discretion 
to disclose academic, disciplinary, or any other PII from the student’s education records 
to the new school. Further, an eligible student does not, under FERPA, have the right to 
prevent a school from disclosing such PII from the student’s education records, or from 
communicating information about a student more generally, to the school in which the 
student seeks or intends to enroll.
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that it forwards education records to other schools that have requested the records and in 
which the student seeks or intends to enroll or is already enrolled, as long as the disclosure 
is for purposes related to the student’s enrollment or transfer. A school that discloses 
education records under this exception also must provide the student, upon request, a 
copy of the records that were disclosed and, upon request, an opportunity for a 4 hearing 
to amend the records that were disclosed. Under this exception, a school has the discretion 
to disclose academic, disciplinary, or any other PII from the student’s education records 
to the new school. Further, an eligible student does not, under FERPA, have the right to 
prevent a school from disclosing such PII from the student’s education records, or from 
communicating information about a student more generally, to the school in which the 
student seeks or intends to enroll.
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Directory Information
FERPA also permits a school to disclose PII from an eligible student’s education records, 
without consent, when such information has been appropriately designated as “directory 
information,” and the eligible student has not opted out of the disclosure of such designated 
information. The FERPA regulations define “directory information” as information in a 
student’s education record that would not generally be considered harmful or an invasion 
of privacy if disclosed. Directory information may include information such as the student’s 
name, address, telephone number, email address, photograph, date and place of birth, major 
field of study, grade level, enrollment status (e.g., undergraduate or graduate, full-time or 
part-time), dates of attendance (i.e., the period of time during which the student attends 
or attended the school), participation in officially recognized activities and sports, weight 
and height of members of athletic teams, degrees, honors and awards received, and the 
most recent school attended. FERPA provides that a school may disclose, without consent, 
directory information if the school has given public notice to eligible students of the types 
of PII that it has designated as directory information and the process, including period of 
time, for eligible students to opt out of certain directory information disclosures. This notice 
is often included in the annual notification discussed below. For more information regarding 
directory information, visit https://studentprivacy.ed.gov/training/b-cs-student-directoryinformation

Dependent Student
FERPA provides ways in which a school may share, without the consent of an eligible 

student, education records of the eligible student with their parents. Schools may, but are 
not required to, disclose any and all PII from education records to parents, without the 
consent of the eligible student, if the student is a “dependent student,” as that term is 
defined in Section 152 of the Internal Revenue Code. Generally, if either parent has claimed 
the student as a dependent on the parent’s most recent income tax return, a school may 
disclose the student’s education records to either parent, without the eligible student’s 
consent.

This exception to FERPA’s general consent rule, where applicable, also permits institutions 
of postsecondary education to share, without the prior written consent of an eligible student, 
PII from education records of students who are enrolled in both a high school and the 
college or university (dually enrolled) with the parents of such dually enrolled students. In 
this situation, the parents retain the rights over the student’s education records maintained 
by the high school, if the student is under the age of 18 years, but the student retains the 
rights over the education records maintained by the college or university 

Other Exceptions
Provided certain conditions are met that are not included in the summary below, other 

exceptions to FERPA’s general consent requirement that permit the disclosure of PII from 
education records include, but are not limited to:

• To authorized representatives of, among others, the U.S. Secretary of Education, as well 
as State and local educational authorities, for audit or evaluation of Federal- or

• State-supported education programs, or for the enforcement of or compliance with
• Federal legal requirements that relate to those programs;
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• To authorized representatives of, among others, the U.S. Secretary of Education, as well 
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• In connection with financial aid for which the student has applied or received;
• To organizations conducting studies for, or on behalf of, the school for the purposes 

of administering predictive tests, administering student aid programs, or improving 
instruction;

• To the victim of an alleged perpetrator of a crime of violence or a non-forcible sex offense 
concerning the final results of a disciplinary hearing conducted by an institution of 
postsecondary education against the alleged perpetrator of such crime or offense with 
respect to the alleged crime or offense;

• To any third party the final results, as described in FERPA regulations, of a disciplinary 
proceeding conducted by an institution of postsecondary education against a student 
who is the alleged perpetrator of a crime of violence or non-forcible sex offense if the 
student is found by the institution to have violated its rules or policies as a result of the 
disciplinary proceeding, disclosure should not include the name of any other student, 
including a victim or witness, without the written consent of that other student;

• To comply with a judicial order or a lawfully issued subpoena;
• In connection with a health or safety emergency; and
• To a parent of a student at an institution of postsecondary education regarding the 

student’s violation of any Federal, State, or local law, or of any rule or policy of the 
institution, governing the use or possession of alcohol or a controlled substance, where 
the institution determines that the student has committed a disciplinary violation with 
respect to that use or possession, and the student is under 21 years of age at the time of 
the disclosure to the parent.

Annual Notification of FERPA Rights
Under FERPA, a school must annually notify eligible students of their rights under FERPA. 
The annual notification must include information regarding an eligible student’s right to 
inspect and review their education records, the right to seek to amend their records, the right 
to consent to disclosure of PII from their records (except in certain circumstances), and the 
right to file a complaint with SPPO regarding an alleged failure by a school to comply with 
FERPA. The notification must also inform eligible students of the school’s criteria for the 
terms “school official” and “legitimate educational interest” in certain instances. A school 
is not required to notify eligible students individually, but rather is required to provide the 
notice by any means that are reasonably likely to inform eligible students of their rights. 
These means could include publication in a school activities calendar, newsletter, student 
handbook, or on a school’s website.

Complaints of Alleged Violations of FERPA
Eligible students who believe that their FERPA rights may have been violated may file 
a complaint with SPPO at https://studentprivacy.ed.gov/file-a-complaint. SPPO will review the 
complaint to ensure that the complaint:

• Is filed, in writing, by an eligible student who maintains FERPA rights over the education 
records that are the subject of the complaint;

• Is submitted to SPPO within 180 days of the date of the alleged violation or of the date 
that the eligible student knew or reasonably should have known of the alleged violation; 
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• Contains specific allegations of fact giving reasonable cause to believe that a violation 
of FERPA has occurred. SPPO will then make a case-by-case determination of the best 
mechanism for resolving the complaint. Sometimes the action will be an investigation, 
while for other complaints, consistent with the statute and applicable regulations, 
we will take other appropriate actions, such as acting as an intermediary or providing 
resolution assistance. More information regarding our complaint process is available at 
https://studentprivacy.ed.gov/file-acomplaint.

Additional Information
For more information regarding FERPA and other student privacy issues, please visit our 
website at https://studentprivacy.ed.gov

If you have questions about FERPA that are not addressed here, you may also submit a 
question through our website at https://studentprivacy.ed.gov/contact or write to SPPO for 
additional guidance at the following address:

Student Privacy Policy Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-8520

Permission to Video/Film, Photograph, Quote and Publish
By signing below, I hereby grant Raphael O. Wheatley Skill Center and the Virgin Islands 
Department of Education permission to video/film, photograph, quote, reproduce, display, 
publish and disseminate worldwide and in perpetuity, in any traditional or electronic media 
format, my image/likeness.

The above aforementioned may be used, include, but are not limited to our printed 
publications, for promotional purposes, in press releases, on videos/films, on social media 
channels, in presentation materials, or on our website. It may also appear in our advertising 
and in local/national media. The images will not be sold to any third parties and remain 
the sole property of Raphael O. Wheatley Skill Center and the Virgin Islands Department of 
Education. They will only be used to increase awareness about the impact of our work. Your 
personal contact details and information will remain strictly confidential.

If I decide at any point that I no longer agree to the above, I understand I must contact 
ROWSC administrative staff via email to revoke my permission.
I have read, and fully understand the above and 
(  ) I give permission, (  ) I DO NOT give permission.

Print name:          Date:

Signature:
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Acknowledgment and Confirmation
I hereby acknowledge and confirm that I have read this handbook in its entirety. I fully 
understand its contents and agree to abide by all the rules and regulations. If there is 
anything I do not understand or require clarity, I understand it is my sole responsibility to 
email ROWSC administrative staff for further information and/or any questions or concerns.

Date:    Course:    Instructor:

   Print Name    Signature
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