
WRANGELL PUBLIC SCHOOLS POLICY MANUAL 
______________________________________________________________________________ 

 

AR-5125 (a) 
 

STUDENT RECORDS 
 

 
A. DEFINITIONS 
 
 Education Records 
 
  An “education record” consists of all official records, files and data directly 

related to a student and maintained by the District.  The term “education record” 
does not include 

 
  1.  A personal record kept by a staff member if it is kept in the sole possession of 

the maker of the record, used only as a personal memory aid, and is not accessible 
or revealed to any other person except a temporary substitute for the maker of the 
record. 

 
  2.  An employment record, which relates exclusively to an individual in his or her 

capacity as an employee of the District and which is not available for any other 
use. 

 
  3.  Alumni records which contain information about a student after he or she is no 

longer in attendance at the District and which do not relate to the person as a 
student. 

 
 Personally Identifiable Information 
 
  “Personally identifiable” information includes a student’s name; the names of the 

student's parents and/or other family members; a student’s or his/her family’s 
address; a personal identifier, such as the student’s social security number or 
student number; a list of personal characteristics which would make it possible to 
identify the student with reasonable certainty, or other information which would 
make it possible to identify the student with reasonable certainty. 

 
 Directory Information 
 
  “Directory Information” is information contained in education records that would 

not generally be considered harmful or an invasion of privacy if disclosed.  It 
includes, but is not limited to, a student’s name, address, telephone listing, 
electronic mail address, photographic or video image, date and place of birth, 
major field of study, participation in officially recognized activities and sports, 
weight and height of members of athletic teams, dates of attendance, grade level, 
enrollment status, degrees, honors and awards received, and the most recent 
previous educational agency or institution attended by the student. 
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AR-5125 (b) 
 

STUDENT RECORDS (continued) 
 
 Parent 
 
  "Parent" means a student’s natural parent, adoptive parent, guardian, or a person 

acting as a parent in the absence of a parent or guardian.   
 
 Eligible Student 
 
  “Eligible student” means a student or former student who has reached age 

eighteen or is attending post-secondary school. 
 
 Exceptional Children 
 
  “Exceptional Children” means children who differ markedly from their peers to 

the degree that special facilities, equipment, or methods are required to make their 
educational program effective. 

 
B. NOTIFICATION OF RIGHTS 
 
Parents and students will be notified of their FERPA rights annually.  See Exhibit Form A. Upon 
request, the District will provide parents or eligible students with a list of the types of records the 
District keeps, their locations and their custodians.  In addition, the District shall maintain for 
public inspection a list of the names and positions of District employees who routinely have 
access to records collected or maintained in conjunction with the provision of services to 
exceptional children. 
 
C. ACCESS TO EDUCATION RECORDS 
 
 1. Access 
 
   (a)  Parent 
 
   A parent of a student or former student (other than an eligible student) has 

a right to inspect and review that student's education records. 
 
   (b)  Eligible Student 
 
   An eligible student, as defined in Section A above, has a right to inspect 

and review his or her education records. 
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AR-5125 (c) 
 

STUDENT RECORDS (continued) 
 
 
 2. Scope of Access Rights 
 
  The right of access provided pursuant to this policy shall include 
 
   (a)  The right to be provided a list of the types of education records which 

are maintained by the District and are directly related to students; 
 
   (b)  The right to inspect and review the content of the relevant student’s 

education records; 
 
   (c)  The right to obtain copies of those records upon payment of the 

specified copying charge; 
 
   (d)  The right to a response from the District to reasonable requests for 

explanations and interpretations of those records; and 
 
   (e)  The right to an opportunity for a hearing to challenge the content of 

those records. 
 
 3. Manner of Exercising Access Rights 
 
  Access rights shall be exercised by presenting a written request to the student’s 

school principal or the office of the Superintendent.  The request shall identify the 
specific records, which the requesting person wishes to inspect or review.  A form 
shall be made available for the purpose of making a written request for access.  
See Exhibit 5125 (c). 

 
  Record inspection shall take place during reasonable business hours as determined 

by mutual agreement between the District and the requesting person. Access shall 
be provided within forty-five (45) days after the written request has been made, 
except that the District shall respond to a request relating to records collected or 
maintained in conjunction with the provision of services to exceptional children 
within ten (10) days of the request and, in any case, before any meeting or hearing 
in which the parent or eligible student may participate relating to the 
identification, evaluation, placement, or program of the student. 
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AR-5125 (d) 
 

STUDENT RECORDS (continued) 
 
 
 4. Records Involving More Than One Student 
 
  Where records requested include information concerning more than one student, a 

student’s parent or eligible student may examine only the part of the record 
pertaining to that student.  Where this cannot reasonably be done, the parent or 
eligible student shall be informed of the contents of the part of the record 
pertaining to that student. 

 
 5. Destruction of Records 
 
   (a)  The District is not precluded from destroying any records, if not 

otherwise precluded by law, except that access shall be granted prior to the 
destruction of education records where the parent or eligible student has 
requested such access. 

 
   (b)  In the case of records pertaining to students receiving services 

provided to exceptional children which are no longer needed by the 
District to comply with state or federal law or regulations, the District 
shall make reasonable efforts to notify the parent or eligible student, and 
shall destroy the records upon the parent’s or eligible student’s request, 
provided that records pertaining to an exceptional student’s name, address, 
telephone number, grades, attendance, classes attended, grade level 
completed and year completed shall be maintained indefinitely. 

 
D. CHALLENGES TO THE CONTENT OF STUDENT RECORDS 
 
 1. Request to Amend Records 
 
  The parent of a student or an eligible student who believes that information 

contained in the student’s education records is inaccurate or misleading or 
violates the privacy or other rights of the student may request that the District 
amend the records.  A request for amendment shall be made to the Superintendent 
or the Superintendent’s designated representative who shall decide whether to 
amend the records as requested within a reasonable period of time of the request.  
If the Superintendent or designated representative decides not to amend the 
education records, he/she shall inform the parent or eligible student of that 
decision and of the parent’s, or eligible student’s right to a hearing. 
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AR-5125 (e) 
 

STUDENT RECORDS (continued) 
 
 
 2. Right to a Hearing 
 
  The District shall provide parents and eligible students an opportunity for a 

hearing to challenge the content of the student's records in order to insure that the 
records are not inaccurate, misleading, or in violation of the privacy or other 
rights of the student. 

 
 3. Conduct of the Hearing 
 
  The hearing shall be conducted according to the following procedures: 
 
   (a)  The hearing shall be held within a reasonable period of time after 

receipt of the request, and the parent of the student or the eligible student 
shall be given notice of the date, place and time reasonably in advance of 
the hearing. 

 
   (b)  The hearing shall be before a hearing examiner, who shall be 

appointed by the Superintendent and who may be an employee of the 
District who has no direct interest in the outcome of the hearing. 

 
   (c)  The parent of the student or the eligible student shall be afforded a full 

and fair opportunity to present evidence relevant to the issues raised under 
this policy and may be assisted or represented by individuals of his or her 
choice at his or her own expense, including an attorney. 

 
   (d)  The District shall make its decision in writing within a reasonable 

period of time after the conclusion of the hearing. 
 
   (e)  The decision of the District shall be based solely upon the evidence 

presented at the hearing and shall include a summary of the evidence and 
the reasons for the decision. 

 
   (f)  Where the hearing concerns information in a record specifically 

collected or maintained in conjunction with the provision of services to 
exceptional children, it shall be governed by the procedures specified in 4 
AAC 52.550. 
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AR-5125 (f) 
 

STUDENT RECORDS (continued) 
 
 
 4. Remedies 
 
  The following remedies shall apply based on the results of the hearing: 
 
   (a)  If the District decides that the information contained in a student’s 

records is inaccurate, misleading or otherwise in violation of the student’s 
rights, it shall amend the records accordingly and so inform the parent or 
eligible student in writing. 

 
 
   (b)  If the District decides that the challenged information is not 

inaccurate, misleading or otherwise in violation of the student’s rights, it 
shall inform the parent or eligible student of the right to place a statement 
in the student’s records commenting upon the contested information 
and/or stating why he or she disagrees with the District’s decision.  Any 
statement placed in a student’s education records in accordance with this 
section shall 

 
    (i)  be maintained by the District as long as the contested record is 

maintained, and 
 
    (ii)  be disclosed whenever the contested portion of the record is 

disclosed to any party. 
 
E. RELEASE OF PERSONALLY IDENTIFIABLE INFORMATION 
 
 1. Access Without Consent 
 
  The District shall release personally identifiable information contained in a 

student’s education records to entities or individuals other than the parent or 
eligible student only with the parent’s or eligible student’s written consent, except 
that the District may disclose personally identifiable information, other than 
information collected or maintained in conjunction with the provision of services 
to exceptional children, without prior consent to the persons or under the 
circumstances listed below: 
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AR-5125 (g) 
 

STUDENT RECORDS (continued) 
 
 
   (a)  To school officials of the District who have a legitimate educational 

interest in the information.  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 performing his or her tasks.   

 
   A school official has a legitimate educational interest if the official needs 

to review an education record in order to fulfill his or her professional 
responsibility. 

 
   (b)  Upon request to officials of other schools or districts, including post-

secondary schools or state operated correspondence programs, in which a 
student seeks or intends to enroll.   

 
   (c)  To certain officials of the U.S. Department of Education, the 

Comptroller General, the Attorney General and state and local educational 
authorities, in connection with audit or evaluation of certain state or 
federally supported education programs, or enforcement of or compliance 
with federal legal requirements relating to those programs.   

 
   (d)  In connection with a student’s request for or receipt of financial aid to 

determine the eligibility, amount, or conditions of the financial aid, or to 
enforce the terms and conditions of the aid. 

 
   (e)  To state and local officials or authorities if specifically authorized by a 

state law pertaining to the juvenile justice system and its ability to serve a 
student prior to adjudication, provided the receiving parties certify in 
writing that the information will not be disclosed to any other party except 
as provided by state law without the parent’s or eligible student’s prior 
written consent. 

 
   (f)  To organizations conducting certain studies for or on behalf of the 

District, as permitted by federal regulation. 
 
   (g)  To accrediting organizations to carry out their functions. 
 
   (h)  To parents of an eligible student if the student is a dependent for 

income tax purposes. 
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AR-5125 (h) 
 

STUDENT RECORDS (continued) 
 
 
   (i)  To a caseworker or other representative of a state, local or tribal child 

welfare agency with legal responsibility for the welfare of the student. 
 
   (j)  To comply with a judicial order or a lawfully issued subpoena, 

provided the District will make a reasonable effort to notify the parent or 
eligible student in advance of compliance, unless ordered not to by the 
issuing agency. Furthermore, the District will not notify a parent who is a 
party to a court proceeding involving child abuse or neglect and the 
subpoena is issued in the context of that proceeding 

 
   (k)  to a court in connection with a legal proceeding brought by the 

District against a student or parent, or by a student or parent against the 
District, to the extent that the education records of the student are relevant 
to the action being brought or the District’s defense. 

 
   (l)  To the parent of a student who is not an eligible student or to the 

student. 
 
   (m)  To appropriate parties in a health or safety emergency. 
 
   (n)  To individuals requesting directory information so designated by the 

District, unless a parent or eligible student has requested non-disclosure as 
provided below. 

 
  In addition, appropriate information concerning disciplinary action taken against a 

student may be released to teachers and school officials in other schools who have 
a legitimate educational interest in the behavior of the student. 

 
 2. Access Without Consent: 
  Records Pertaining to Exceptional Children 
 
  Personally identifiable information in those education records specifically 

collected or maintained in conjunction with the provision of services to 
exceptional children may not be released without the written consent of a parent 
or eligible student unless the disclosure is to 

 
   (a)  A school official who has a legitimate educational interest as 

described in subsection E 1(a) above;  
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AR-5125 (i) 
 

STUDENT RECORDS (continued) 
 
 
   (b)  An official of a school or school system in which the student intends 

to enroll, provided, however, that a parent or eligible student must be 
notified of the disclosure, offered a copy of the record, and notified of his 
or her right to request amendment of the record. 

 
   (c)  A representative of the Federal Comptroller General, U.S. Department 

of Education, or Alaska Department of Education. 
  
 3. Access With Consent 
 
   (a)  The contents of a student's education records may be disclosed to any 

person with the written consent of the parent or eligible student.  The 
written consent must specify the records to be released, the purpose of the 
disclosure, and the party or class of parties to whom the disclosure may be 
made.  A copy of the records to be released shall be provided on request to 
the parent or eligible student, and also to an ineligible student, if the 
student’s parent so requests.  See Exhibit 5125 (b). 

 
(b)  If a parent or eligible student refuses to consent to the release of a 
student record specifically collected or maintained in conjunction with the 
provision of services to exceptional children, the District may initiate a 
hearing pursuant to the provisions of 4 AAC 52.550. 

 
 4. Disclosure of Information by Third Parties 
 
  The District shall not release personally identifiable information from a student’s 

records except on the condition that the party to whom the information is 
disclosed shall not permit any other party to have access to the information 
without the prior written consent of the parent or eligible student.  The District 
shall inform a party to whom disclosure is made of this requirement.  See Exhibit 
5125 (d). 

 
  This requirement does not apply to the following disclosures: disclosures of 

directory information; disclosures made pursuant to a subpoena or court order or 
in connection with litigation as described in subsection E(1)(j) above; disclosures 
made to parents of dependent students; or disclosures made to a parent of an 
ineligible student or to the student.  In addition, the consent of a parent or eligible 
student is not required for further disclosure of information made on behalf of the 
District if the disclosure meets the requirements for disclosure without consent 
and an appropriate record of the parties to whom disclosure may be made is kept. 
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 AR-5125 (j) 
 

STUDENT RECORDS (continued) 
 
 
F. RECORD OF ACCESS 
 
 The District shall maintain a record of all requests for and/or disclosures of personally 

identifiable information from the education records of each student, except as provided 
below.  The record shall include the name of the party who has requested or received the 
information, any additional party to whom the information may appropriately be 
disclosed, and the legitimate interest any identified party has in requesting or obtaining 
the information.  See Exhibit 5125 (e). 

 
Records of access do not need to be maintained for requests and disclosures of directory 

information or requests by or disclosures to a parent or eligible student, a party pursuant 
to the written consent of a parent or eligible student, or authorized school officials 
(except that records of access shall be kept for disclosures of information collected or 
maintained in conjunction with the provision of services to exceptional children if the 
disclosure is made to school officials who are not employees of the District).  In addition, 
records of access do not need to be maintained where information is requested pursuant 
to a subpoena and the court or other issuing agency requires that information relating to 
the subpoena not be disclosed.  Records of access to a student’s records may be reviewed 
by the parent or the eligible student, school officials and employees who are responsible 
for the custody of the records, and other school or government officials authorized by 
law. 
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