SOUTHERN OKLAHOMA
TECHNOLOGY CENTER: DISTRICT POLICY EF

STUDENT RECORDS

l. General: The District shall make and keep such student records as are necessary and
as are required by law, policy, or regulation.

1. Notification of FERPA Rights: The Family Educational Rights and Privacy Act
(FERPA) affords parents and students over 18 years of age (“eligible students”) certain rights
with respect to the student’s educational records. These rights are:

a. The right to inspect and review the student’s educational records within 45
days of the day the District receives a request for access. Parents or eligible
students should submit to the Southern Tech Superintendent a written request that
identifies the record(s) they wish to inspect. The Superintendent will make
arrangements for access and notify the parent or eligible student of the time
and place where the records may be inspected.

b. The right to request the amendment of the student’s educational records that the
parent or eligible student believes is inaccurate or misleading. Parents or
eligible students may ask the District to amend a record that they believe is
inaccurate or misleading. They should write the Southern Tech Superintendent,
clearly identify the part of the record they want changed, and specify why it is
inaccurate or misleading. If the District decides not to amend the record as
requested by the parent or eligible student, the District will notify the parent or
eligible student of the decision and advise them of their right to a hearing
regarding the request for amendment. Additional information regarding the
hearing procedures will be provided to the parent or eligible student when notified
of the rights to a hearing.

c. The right to consent to disclosure of personally identifiable information contained
in the student’s educational records, except to the extent that FERPA authorizes
disclosure without consent. One exception that permits disclosure without
consent is disclosure to school officials with legitimate educational interests. A
school official is a person employed by the district as an administrator, supervisor,
instructor, or support staff member (including health or medical staff and law
enforcement unit personnel); a person serving on the School Board; a person or
company with whom the District has contracted to perform a special task (such as
an attorney, auditor, medical consultant, or therapist); or a parent or student
serving on an official committee, such as a disciplinary or grievance committee,
or assisting another school official in performance of his or her tasks. A school
official has a legitimate educational interest if the official needs to review an
educational record in order to fulfill his or her professional responsibility. Upon
request, the District discloses educational records without consent to officials of
other school districts or post-secondary schools in which a student seeks or
intends to enroll.

d. The right to file a complaint with the U.S. Department of Education concerning
alleged failures by the District to comply with the requirements of FERPA. The

Adopted: 7-1-98 Page 1 of 2
Revised: 6-15-07



EF

name and address of the Office that administers FERPA is:

Family Policy Compliance Office

U.S. Department of Education

600 Independence Avenue, Southwest

Washington, D. C. 20202-4605

e. The right to object to the disclosure of directory information. Directory informa-

tion may be disclosed without prior written consent parent or eligible student if
the parent or eligible student has not notified the Southern Tech Superintendent in
writing at least ten (10) days after receipt of this notification of any or all of the
items they refuse to permit the District to designate as directory information
regarding the student. “Directory Information” shall include a student’s name,
parent’s or guardian’s name, address, telephone number, date and place of birth,
weight and height, courses taken, major field of study, dates of attendance,
degrees and awards received, most recent previous school attended, student
statements, photographs, audio or videotapes which identify the student’s
participation in and/or achievements gained, enrolled courses or officially
recognized activities and sports, including but not limited to participation in
distance learning programs and publication on the Internet. Any parent or eligible
student’s objection to release of directory information shall be appropriately
designated on the student’s educational records.

I11.  Requests for Disclosure:  Any person requesting to inspect or obtain copies of
student records shall submit a written request for disclosure to the Superintendent or the
Superintendent’s designee as specified in Administrative Regulations. Student records shall not
be released absent consent of the parent, guardian, or eligible student except in accordance with
the provisions of FERPA.

IV.  Records of Requests for Disclosure: The District will maintain an accurate record
of all requests for the disclosure of information, requests to permit access to a student’s
educational records, and a record of any information disclosed or access granted. Such record
shall not be maintained as a part of each student’s school records, but shall be maintained by the
records custodian. Such record shall contain the name of the person or agency making a request,
the date of the request, the interest of the person or agency requesting the information, whether
the request was granted, and the date access was permitted or disclosure was made. Records of
requests for information will not include requests by parents or the student, requests by school
officials or others with a legitimate educational interest, requests accompanied by the prior
written consent of a parent or eligible student, or any requests for directory information.

V. Procedures to Amend Records:  The hearing procedures to be used when a parent or
eligible student requests a hearing to amend a student’s record shall be set forth in
Administrative Regulations.

VI.  Fees for Copies: The District may charge fees, as set forth in District’s open records
policy or Administrative Regulations, for all copies made pursuant to a request for student
records plus the actual cost of mailing any copies made.
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