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Definitions of terms

· Destruction means physical destruction or removal of personal identifiers from information so that the information is no longer personally identifiable. 
· Education records means the type of records covered under the definition of ‘‘education records’’ in 34 CFR Part 99 (the regulations implementing the Family Educational Rights and Privacy Act of 1974, 20 U.S.C. 1232g (FERPA)). 
· Participating agency means Nittany Valley Charter School. 
At Nittany Valley Charter School, the CEO will have primary responsibility for the compilation, maintenance, access to and security of regular education pupil records. The staff will compile records mandated by the Commonwealth or federal government. In addition to information required by the government, teachers will decide what information should be collected and maintained as part of the students' school records. School personnel will review records periodically and any records no longer needed to plan the education program shall be destroyed.  However, parents are notified first and permitted to review or copy the information. 
The participating agency must permit you to inspect and review any education records relating to your child that are collected, maintained, or used by your school district under Part B of the IDEA. The participating agency must comply with your request to inspect and review any education records on your child without unnecessary delay and before any meeting regarding an individualized education program (IEP), or any impartial due process hearing (including a resolution meeting or a hearing regarding discipline), and in no case more than 45 calendar days after you have made a request. There will be no fee charged for copies requested by parents.  On request, the participating agency must provide you with a list of the types and locations of education records collected, maintained, or used by the agency.
Your right to inspect and review education records includes:

1. Your right to a response from the participating agency to your reasonable requests for explanations and interpretations of the records; 

2. Your right to request that the participating agency provide copies of the records if you cannot effectively inspect and review the records unless you receive those copies; and 

3. Your right to have your representative inspect and review the records. 
The school may presume the parent has the authority to exercise the rights to all records unless the school has been provided with evidence that there is a state law or court order governing such matters as divorce, separation or custody or a legally binding instrument which provides to the contrary. 

Parents or eligible students who wish to file complaints with regard to compliance of this policy may do so by contacting the president of the Board of Trustees.

Information that has been collected will only be used for the normal operation of the school.  The school will maintain for public inspection a listing of the school employees who have access to the personally identifiable information.  If data are collected for non-school purposes, it will be done on a voluntary basis with the consent of the student and parents. Prior consent of the student and his parents must be obtained before collecting information.

The records are classified into two groups:
Category A - The minimum personal data necessary for operation of the education system:

legal name, birth date, address, telephone number, sex, name of parent or guardian,

attendance data such as year attended, days attended, days absent, school attended, and

placement within the school in terms of the student's year in school. (These records should be kept for 99 years.)
.

Category B - Verified information of clear importance, but not part of the main office files. 
At Nittany Valley Charter School, the Director of Special Education will have the primary responsibility for the compilation, maintenance, access to and security of special education pupil records. Parents should be periodically informed of the content of these records and of their right of access to the content. This shall be a temporary record to assist with the student's instruction while in school. Category B should be destroyed or maintained only under conditions of anonymity when the students leave school. (These records should be kept for six years after a student has left the school and then destroyed, following a letter sent to parents notifying them.)  
Included in this category are:

1. Special Education Records

2. Scores of group or individual intelligence tests.

3. Aptitude test scores.

4. Interest inventory scores.

4. Speech, Occupational, and Physical therapy records.

6. Learning disabilities specialist's reports.

7. Behavior Support Plans.

8. Systematically gathered teacher or counselor ratings and observations.

In addition, professionals working in the school may maintain personal and confidential files containing notes, transcripts of interviews, clinical diagnosis, and other memory aids for their own use in working with pupils and should be destroyed after a pupil is no longer with the teacher.
The participating agency must keep a record of parties obtaining access to education records collected, maintained, or used under Part B of the IDEA (except access by parents and authorized employees of the participating agency), including the name of the party, the date access was given, and the purpose for which the party is authorized to use the records.

If any education record includes information on more than one child, the parents of those children have the right to inspect and review only the information relating to their child or to be informed of that specific information.

Excuses for absence and letters of notification on disciplinary actions, are not classified as any of the foregoing categories. These are maintained separately. These records are to be destroyed when no longer needed or at the end of the school year.   All student records (non-Special Education records) will be kept in one locked location, a key to which will remain in the possession of the CEO.  Special Education records will be kept in one locked location, a key to which will remain in the possession of the Special Education Director.
Dissemination:
The parents of the student may have a copy of records upon written request to the CEO and/or Special Education Director.  There is no fee charged for copies.  Authorized school personnel may disclose personally identifiable information from the education records of a student without the written consent of the parent of the student, or eligible student who has reached the age of majority under State law, if the disclosure is to other school officials, to another school or agency which the student is transferring to (within 10 days), to state and local officials, or to comply with a judicial order of lawfully issued subpoena and the school must make a reasonable effort to notify the parent of the student or the eligible student of the order or subpoena in advance of compliance therewith.

The rights of parents regarding education records are transferred to the student at the age of majority as defined by State law.  If the rights accorded to parents are transferred to the student at age of majority, however, in the case of a student who had been receiving Special Education services, the parents will also receive notice of their rights in accordance with the Pennsylvania Procedural Safeguards Notice.

Authorized school personnel may disclose information to other agencies and institutions upon the parents' written request. School personnel may not divulge, in any form, to any persons other than those above, any information contained in the school records with a few exceptions.

A parent or guardian may have access to the pupil's Category "A" and "B" records. The school may also disseminate information to comply with a judicial order or lawfully issued subpoena.  
The school may disclose personally identifiable information from the education records of a student to appropriate parties in connection with an emergency if knowledge of the information is necessary to protect the health or safety of the student or other individuals. Upon request an attempt will be made to comply with an advance notice of one (1) day. However, when the process requires additional time or the request cannot be fulfilled in that time span, the parent will be notified of what is feasible administratively.

If Nittany Valley Charter School is reporting a crime committed by a child with a disability, the school must ensure that copies of the special education and disciplinary records of the child are transmitted for consideration by the appropriate authorities to whom the agency reports the crime.  Nittany Valley Charter School may transmit copies of the child's special education and disciplinary records only to the extent that the transmission is permitted by the Family Educational Rights and Privacy Act.
Substitutes, student teachers, and professional interns should be familiar with the records policy and need for confidentiality. Substitutes, professional interns or student teachers may read only records of students with whom they are working. The responsibility is that of the classroom teacher or supervising professional.

Staff should be familiar with and periodically review the Department of Education Records Policy and that of the Nittany Valley Charter School.  During each school year’s first annual in-service training, staff will be reminded of the pertinent aspects of this policy.  Additionally, the CEO and Special Education Director will review this policy at the first annual in-service so that they are familiar with all information contained herein, in addition to the clause regarding transfer of records to appropriate authorities for students with disabilities who have committed a crime.    
The school or any school personnel may not divulge, in any form, to any persons other than those listed above, any information contained in school records. The school will maintain a record of requests and disclosures of information from the student's education records to all parties who have obtained access to the student's record with the exception of parents, students, and other school officials who have legitimate educational interests. 

Request to Amend Education Records:
The parent of a student or an eligible student of majority age who believes that information contained in the education records of the student is inaccurate, misleading or violates the privacy or other rights of the student may request that the information be amended. Authorized school personnel shall decide whether to amend the education records of the student in accordance with the request within four weeks of time of receipt of the request.

If the participating agency refuses to change the information in accordance with your request, it must inform you of the refusal and advise you of the right to a hearing for this purpose as described under the heading Right of Hearing.  
Right of Hearing:
Authorized school personnel shall, on request, provide an opportunity for a hearing in order to challenge the content of a student's education records to insure that information in the education records of the student is not inaccurate, misleading or otherwise in violation of the privacy or other rights of students. 

A hearing to challenge information in education records must be conducted according to the procedures for such hearings under the Family Educational Rights and Privacy Act (FERPA).

If, as a result of the hearing, the participating agency decides that the information is inaccurate, misleading or otherwise in violation of the privacy or other rights of the child, it must change the information accordingly and inform you in writing.

If, as a result of the hearing, the participating agency decides that the information is not inaccurate, misleading, or otherwise in violation of the privacy or other rights of your child, it must inform you of your right to place in the records that it maintains on your child a statement commenting on the information or providing any reasons you disagree with the decision of the participating agency.

Such an explanation placed in the records of your child must:

1. Be maintained by the participating agency as part of the records of your child as long as the record or contested portion is maintained by the participating agency; and 

2. If the participating agency discloses the records of your child or the challenged portion to any party, the explanation must also be disclosed to that party. 
