
SHAKER REGIONAL SCHOOL DISTRICT 
ADMINISTRATIVE RULES AND PROCEDURES 

 
Edition Date:  September 24, 2013          JRA R&P - Student Records and Access Page 1 of 7 

 
 
STUDENT RECORDS AND ACCESS                                       CODE JRA-R 
 
Comprehensive System  
The Shaker Regional School District (SRSD) shall develop and maintain a comprehensive system of 
student records and reports dealing with all facets of the school program operation. These data and 
records shall be stored in a safe and secure manner. This is a highly private record to be used only by the 
professional staff immediately concerned with the student's welfare. It shall also be made available to the 
parents or legal guardians of a minor student or a student of legal age (18 or older). The Shaker Regional 
School District, in compliance with the Family Educational Rights and Privacy Act (FERPA), will notify 
parents of all students currently in attendance in the district, of their rights regarding procedural 
safeguards and confidentiality of records. 
 
Cumulative Record  
A cumulative record shall be maintained for each student from entrance into District schools until 
withdrawal or graduation from the District. These student educational records may contain, but are not 
limited to:  identifying data, academic work completed, level of achievement (grades, standardized 
achievement test scores), attendance data, scores on standardized intelligence, aptitude, and psychological 
tests, interest inventory results, health data, family background information, teacher or counselor ratings 
and observations, and verified reports of serious or recurrent behavior patterns.  This record shall move 
with the student from school to school and be maintained at the school where currently enrolled until 
graduation or withdrawal. Records for non-enrolled students shall be retained for the period of time 
required by law. No permanent records may be destroyed without explicit permission from the 
Superintendent. 
 
Directory Information 
"Directory information" may be publicly released without permission of the parents. The Shaker Regional 
School District designates the following items as directory information:  
♦ Student’s name  
♦ Address 
♦ Telephone number 
♦ Date of birth 
♦ Participation in activities and sports 
♦ Photograph 
♦ Weight and height of members of athletic teams 
♦ Diplomas, honors and awards received  
♦ Most recent previous educational institution attended 
 

Parents and eligible students will be notified of their rights under the Family Educational Rights and 
Privacy Act annually by publication in the student handbooks of each of the Shaker Regional Schools. 
Parents or legal guardians of a minor student or a student of legal age who do not want this information 
released must notify the school system in writing, each year, if any of the designated directory 
information is to be withheld. 
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Protected Health Information 
The Shaker Regional School District (SRSD) recognizes an individual’s right of privacy with regards to 
Protected Health Information (PHI).  Except as otherwise permitted or required by law or this policy, 
individual health and medication information received by SRSD in the performance of its duties is 
deemed to be strictly confidential.  Disclosure to anyone is prohibited unless that disclosure conforms to 
legal or operational requirements, or is specifically authorized, in writing, by the subject. Any disclosure, 
when permitted or required, shall be only the amount necessary and appropriate to the circumstances; will 
be made only to person(s) authorized to receive the information; and will be in accordance with the 
published rules and regulations related to this policy. 
 
Custodian of Records 
Each principal shall be responsible for record maintenance and access for currently enrolled students 
within his or her building, except for records of special education students. The special education director 
shall be the custodian of special education student records.  The Superintendent is the custodian of 
records for students who have withdrawn or graduated. All student records, when not in use, shall be 
secured.  The file shall contain a composite of all requests for information and all completed forms 
involving requests, authorizations, or permission to view and receive educational records. Each person 
viewing the file shall sign and date the form provided for that purpose. 
 
Access by School Officials 
For the purposes of this policy, "school officials" shall mean any employees, trustees, or agents of the 
District, of cooperatives of which the District is a member, or of facilities with which the District 
contracts for placement of handicapped students. The term also includes attorneys, consultants, and 
independent contractors who are retained by the District, by cooperatives of which the District is a 
member, or by facilities with which the District contracts for placement of handicapped students.  
School officials have a "legitimate educational interest" in a student's records when they are working with 
the student; considering disciplinary or academic actions, the student's case, or an individual education 
plan for a student with disabilities; compiling statistical data; or investigating or evaluating programs. 
 
Access by Parents 
Parents may be denied copies of records after the student reaches age 18 and is no longer a dependent for 
tax purposes, when the student is attending an institution of post-secondary education, or if they fail to 
follow proper procedures and pay the copying charge.  
 
Access by Others 
The school district will require a written consent before information other than directory information may 
be divulged to third parties.   
 

The District may disclose, without the consent or knowledge of the eligible student or parent, personally 
identifiable information in the educational records of a student to the Attorney General of the United 
States or his/her designee in response to an ex parte order in the connection with the investigation or 
prosecution of terrorism crimes.  The District is not required to record such disclosure of information and 
is protected from liability for disclosing such information in good faith. 
 

Military recruiters or institutions of higher learning shall have access to secondary school students’ 
names, addresses and telephone listings unless a secondary student or the parent of the student requests 
that such information not be released without prior written parental consent.  The District shall notify 
parents of the option to make such a request and shall comply with any requests received. 
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Student Rights 
Whenever a student has attained 18 years of age or is attending an institution of post-secondary education, 
the rights accorded to, and consent required of, parents transfer from the parents to the student.  
 
Request Procedures 
The cumulative record shall be made available to the parent or a student who is 18 years of age, pursuant 
to the following procedures: 

1. Within fifteen days of receipt of a written request, the parent or student will be informed of a date 
that the records will be available to them.  

2. Records may be reviewed during regular school hours, or within a reasonable amount of time 
after the school day.  

3. The record custodian or designee shall be present to explain the record and to answer questions.  
4. The confidential nature of the student's records shall be maintained at all times, and the records 

shall be restricted to use only in the Superintendent's, principal's, or counselor's office, or other 
restricted area designated by the record custodian.  

5. The original copy of the record or any document contained in the cumulative record shall not be 
removed from the school. 

 

Student educational records shall be made available to an outside person or agency only under the 
following conditions: 

1. A "Release of Information" request is received by school officials, duly signed by a parent or 
legal guardian of a minor student or a student of legal age.  

2. A "Request for Information" is received by school officials in the form of specific request from 
the court, a court order, or a lawfully issued subpoena. Only information requested shall be 
provided and, when possible, the parents and/or students shall be notified of all such orders in 
advance of compliance with the order.  

3. A "Request for Transcript" is received by school officials from a receiving school. Only 
information such as grades, attendance records, and group test scores should be included. 
Transcripts may also be sent to prospective employers at the request of the student or parents. 
Psychological reports and health reports cannot be released without having been specified in the 
signed "Release of Information" request as per #1 above.  

4. In instances where requests for information might come from an outside agency working for the 
welfare of a student, the agency will request a release from the student (if of legal age) or parent 
or legal guardian of a minor student. In lieu of such a release, a form signed by a judge (not 
necessarily in the form of a subpoena) would suffice, provided the parent or legal guardian of a 
minor student or a student of legal age is notified that such a form has been received.  

 

All other persons and agencies must present signed authorization from the parents or eligible students 
before they receive any information or copies of information. A form, "Authorization to Release 
Permanent Record Information" shall be used for this purpose. 
 
Procedure to Amend Records 
A parent (or the student if he or she is 18 or older) may review and inspect the student's records and 
request a correction if the records are considered inaccurate or otherwise in violation of the student's 
privacy rights. The review procedure for challenging entries is as follows: 
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Step I - When a parent or eligible student wishes to challenge entries on a record, the           
request shall be submitted to the principal of the school in which the student is or has              
been enrolled. The principal shall investigate the complaint and endeavor to settle the matter.  
The principal shall, when practicable, have present the person(s) who entered the information     
in dispute. The person who requested the hearing shall have the right to ask questions of those 
present and to present evidence that would correct inaccurate, misleading, or otherwise 
inappropriate information. The principal shall then determine whether the information in question 
shall be removed from the record. If the information in question is not then removed from the 
record, the evidence presented shall become a permanent part of the student's records. 

Step II - If the conflict is not resolved at the local school level, the request shall then be 
submitted in writing to the Superintendent of Schools for a hearing by the review board. This 
hearing shall be held within twenty (20) days of receipt of the request. The parents or eligible 
student shall be given reasonable notification of the date, place, and time of the hearing. The 
parents shall be given a full and fair opportunity to present evidence, and at their own expense, 
may be assisted or represented at the hearing.  

(1) The review board consists of the following people: 
(aa) An administrator who is not responsible for the contested records and who does     
not have a direct interest in the outcome of the hearing shall conduct the hearing. 
(bb) A guidance counselor from a school that does not have a direct interest in the 
outcome of the hearing. 
(cc) The Superintendent, or his/her designee, 

(2) The decision of the review board shall be given in writing to the concerned parties 
no more than ten (10) school days after the date of the hearing. The decision shall be 
based solely on the evidence presented at the hearing and shall include a summary of 
the evidence and the reason(s) for the decision. 

(3) If the decision is to deny the request, the parents shall be informed that they have 30 
school days within which to exercise their right to place in the record a statement 
commenting on the contested information and/or stating any reason for disagreeing with the 
District's decision 

 
Fees for Copies 
The Shaker Regional School District shall provide one (1) copy of a student record without charge. 
Additional copies of records produced by a school are available at a per copy cost of thirty five cents per 
page, payable in advance. The school district will not provide a parent or eligible student a copy of 
standardized test questions or test protocols.  
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SAU #80--SHAKER REGIONAL SCHOOL DISTRICT 
PARENT'S REQUEST TO REVIEW PUPIL RECORDS 

 
 
SECTION 1--Request to see records 
 
Student's Name_________________________________________________________ 
 
School_________________________________________Grade__________________ 
 
 
Parent(s) requesting review of pupil records.  (Student 18 years old or older will have the right to see their 
own records.  Parents must obtain permission from pupils over 18 years old to see their records.) 
 
Name(s)_______________________________________________________________ 
 
Address_____________________________________Town______________________ 
 
Phone______________________________________ 
 
This request must be sent to the Superintendent of Schools' Office, 58 School St., Belmont, New 
Hampshire 03220.  A date when the student's records will be available to the parents will be sent by mail 
within 15 (fifteen) days of the receipt of request. 
 
 
________________________________________________ 
Parent/Guardian Signature 
 
________________________________________________ 
Date 
 
 
 
________________________________________________ 
Principal Signature 
 
________________________________________________ 
Date 
 
 
 
cc:  Superintendent of Schools 
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SECTION II--Parent response to the review of their child's records 
 
 
PART A-- I have reviewed my child's records fully. 
 
  Signed_____________________________________________________ 
  
  Date_______________________________________________________ 
 
              
 
 
PART B--After reviewing my child's records, I find the following material inaccurate and request the 
following action: 
 
 What is objectionable (please specify: city reports, tests or statements in the record)?   
             
             
             
         __________________________ 
 
What do you feel might be the result of this material remaining in your child's records?   
             
             
             
        ___________________________  
 
What would you like your school to do about this information? 
__________Remove it from my child's record. 
__________Have the school review the purposes of keeping this kind of information. 
__________Other: _____________________________________________________________________ 
 
Action taken upon request for review will be made available to you in writing from the Principal of your 
child's school within 20 (twenty) days after the request for review has been received. 
 
I understand, in signing this request, that under State law I may appeal any action in this matter to the 
Superintendent of Schools, local school board and the State Board of Education. 
 
_____________________________________ 
Parent/Guardian Signature 
 
_____________________________________ 
Date 
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SECTION III--In compliance with PL 93-380 all material in either the pupil cumulative folder or the 
guidance folder will be available to parents upon their request under the procedures set forth in this 
section. 
 
♦ Parents will be required to fill out a request to review their child's records. 
 
♦ Request forms will be available at all schools from the principals. 
 
♦ Request forms will be sent to the Superintendent of Schools and logged in on a master request for 

review of student record list. 
 
♦ A review of the request by the Superintendent and the principal of the school in which the child is 

enrolled will result in the establishing of a time for the parents to see the records. 
 
♦ A letter to the parents from the principal giving times when the records will be available will be sent 

within 15 days of the receipt of the request. 
 
♦ At the time agreed upon the parent, a guidance counselor and/or the principal will sit down and 

review the child's record.  The guidance counselor and/or principal will be present during the entire 
time that the parent is reviewing the records to answer questions and interpret test scores. 

 
♦ After the parent's have had an opportunity to review their child's folder and have asked any questions 

they might have concerning the contents, the guidance counselor will ask for the parent's signature on 
Section II of the Parent Request for Review of a Student's Record Form. 

 
♦ If Part B of the Parent Request Form has been filled out by the parent, the principal and guidance 

counselor will review the parent(s) objection(s).  Within twenty (20) days of the parent's request, a 
letter will be sent to the parent(s) detailing what action, if any, will be taken concerning the 
objection(s). 

 
♦ After completing the review of the records by parents and any appeal, the completed form and letters 

to parents will be forwarded to the Superintendent's Office. 
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