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STUDENT EDUCATION RECORDS ACCESS & AMENDMENT PROCEDURE

Reviewing an Educational Record
The District shall comply with a parent or eligible student’s right to inspect and review the
student’s education records. This right will be granted using the following procedure:

1. A parent or eligible student shall make a request orally or in writing to the building
principal to inspect and review the student’s education records.

2. The building principal must provide a parent or eligible student the opportunity to
inspect and review the student’s education records within a reasonable period of
time, but not more than 45 calendar days following receipt of a request.

3. The building principal shall notify the parent or eligible student of the time and place
when the student’s education records may be inspected.

4. The building principal shall require the requestor to submit/show a form of state or
federally issued identification to verify the identity of the requestor if the requestor
is unknown to the principal.

5. The principal or designee shall be present when the parent or eligible student
reviews the records.

6. If circumstances prevent a parent or eligible student from reviewing their child’s or
their education records at the school office, the District shall prepare and mail a
copy of the records or make alternative arrangements for the parent or eligible
student to inspect and review the records. Any expense incurred from copying
and/or mailing the records may be charged to the parent or eligible student at state
rates, except as prohibited by law.

The building principal shall respond to reasonable requests for explanations and
interpretations of the records in a prompt and equitable manner.

Amending an Educational Record

A parent or eligible student has the right to request an amendment to any portion of the
education records they believe to be inaccurate, misleading, or in violation of the student’s
right to privacy. A parent or eligible student shall use the following procedure to dispute
or request an amendment to an educational record. This procedure shall not be used to
dispute a grade, disciplinary decision, or opinions/reflections of a school official contained
in an educational record.

1. Any request to amend education records shall be made in writing and submitted
to the building principal.

2. The principal shall review the request within a reasonable time and approve or
deny it. The principal’s decision shall be submitted to the parent or eligible student.
If the principal denies the amendment request, they shall inform the parent or
eligible student of their right to request an appeals hearing.

3. Requests for an appeals hearing shall be submitted to the Superintendent or
designee. The hearing shall be held within a reasonable time after the appeal
request has been made.
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The Superintendent or designee shall provide the parent or eligible student notice
of the date, time, and place, reasonably in advance of the hearing.

The Superintendent or designee shall serve as the hearing officer

The parent or eligible student may, at their own expense, be assisted or

represented by one or more individuals of their choice, including an attorney;

The parent or eligible student shall have a full and fair opportunity to present
evidence related to the amendment request.

The Superintendent or designee shall make its decision in writing within a
reasonable period of time after the hearing. The decision must be based solely on
the evidence presented at the hearing, and must include a summary of the
evidence and the reasons for the decision. This decision is final and binding.

If the Superintendent or designee denies the amendment request, thy will notify
the parent or eligible student within a reasonable time of their right to submit a
written response commenting on the contested material and/or explaining the
disagreement with the hearing officer's decision. This written response shall be
retained and, when applicable, disseminated in accordance with law.
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