
MAINTENANCE OF STUDENT RECORDS

A permanent record file shall be established at the school of attendance for each student in a special education class/program.  The Special Services office shall also maintain files.  Psychological reports, case conference reports, IEPs and other special education reports are considered a part of the educational record and shall be included in the student’s folder. Educational records are considered confidential and shall be maintained in a secured location.  

The school of attendance may destroy these records upon the student’s exit from high school.  The Special Services office shall retain files for three years upon student’s exit from high school.

The Special Services office shall inform parents or eligible students when personally identifiable information, which has been collected, maintained, or used under Article 7, is no longer needed.  Notice of intent to destroy educational records will be given at the time the student reaches the age of majority and/or their last year of school.  Parents and eligible students shall be given the opportunity to copy this information.

Student files and records maintained by individual teachers will be destroyed in a manner that follows the policy of the local corporation.  
ACCESS TO STUDENT RECORDS

Access to student records is limited to the school’s current listing of the names and positions of those employees within the school who may have access to personally identifiable information.  

The public agency must permit the parent, or parent’s representative, to inspect and review any educational record of the parent’s children from birth to eighteen years of age that are collected, maintained, or used by the public agency.  All rights transfer from the parent to the student of legal age when the student has reached eighteen years of age and not had a guardian appointed.
Student files shall include an access sheet to track those requesting access to the file.  The sheet shall document the date, name of person accessing the file, and the reason for access.  This record of access must be maintained with the educational record as long as the educational record is maintained.  
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