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Student Records 

 

A school student record is any writing or other recorded information concerning a student and by 

which a student may be identified individually that is maintained by a school or at its direction or 

by a school employee, regardless of how or where the information is stored, except for certain 

records kept in a staff member’s sole possession; records maintained by law enforcement officers 

working in the school; video and other electronic recordings (including electronic recordings 

made on school busses) that are created in part for law enforcement, security, or safety reasons or 

purposes, though such electronic recordings may become a student record if the content is used 

for disciplinary or special education purposes regarding a particular student. 

 

The Family Educational Rights and Privacy Act (FERPA) and the Illinois Student Records Act 
afford parents/guardians and students over 18 years of age (“eligible students”) certain rights 
with respect to the student’s school records. They are: 

 

1. The right to inspect and copy the student’s education records within 10 business 

days of the day the District receives a request for access.  
The degree of access a student has to his or her records depends on the student’s age. Students 

less than 18 years of age have the right to inspect and copy only their permanent record. Students 

18 years of age or older have access and copy rights to both permanent and temporary records. A 

parent/guardian or student should submit to the building principal a written request that identifies 

the record(s) he or she wishes to inspect. Within 10 business days, the building principal will 

make arrangements for access and notify the parent/guardian or student of the time and place 

where the records may be inspected. In certain circumstances, the District may request an 

additional 5 business days in which to grant access. The District charges $.35 per page for 

copying but no one will be denied their right to copies of their records for inability to pay this 

cost.  

 
These rights are denied to any person against whom an order of protection has been entered 
concerning the student. 
  
2. The right to have one or more scores received on college entrance examinations 

included on the student’s academic transcript. 1  
Parents/guardians or eligible students may have one or more scores on college entrance 

examinations included on the student’s academic transcript. The District will include scores on 

college entrance examinations upon the written request of the parent/guardian or eligible student 

stating the name of each college entrance examination that is the subject of the request and the 

dates of the scores that are to be included. 

 

 
1 This section is only applicable to high schools.  The board, by policy, may allow scores received on college 

entrance examinations to be included on a student’s academic transcript, if a request is made in writing by an 

eligible student or student’s parent/guardian. If your district has a board policy on point, include this language in 

your handbook procedure. 
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3. The right to request the amendment of the student’s education records that the 

parent/ guardian or eligible student believes are inaccurate, irrelevant, or improper.  
A parent/guardian or eligible student may ask the District to amend a record that is believed to be 
inaccurate, irrelevant, or improper. Requests should be sent to the building principal and should 

clearly identify the record the parent/guardian or eligible student wants changed and the specific 
reason a change is being sought. 

 
If the District decides not to amend the record, the District will notify the parent/guardian or 

eligible student of the decision and advise him or her of their right to a hearing regarding the 

request for amendment. Additional information regarding the hearing procedures will be 
provided to the parent/guardian or eligible student when notified of the right to a hearing.  
  
4. The right to permit disclosure of personally identifiable information contained in 

the student’s education records, except to the extent that the FERPA or Illinois School 

Student Records Act authorizes disclosure without consent.  
Disclosure without consent is permitted to school officials with legitimate educational or 

administrative interests. 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 school official 

may also include a volunteer, contractor, or consultant who, while not employed by the school, 

performs an institutional service or function for which the school would otherwise use its own 

employees and who is under the direct control of the school with respect to the use and 

maintenance of personally identifiable information from education records 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 educational technology vendor); or any parent/guardian 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 or contractual obligation with the district. 

 
 
Upon request, the District discloses education records without consent to officials of another 

school district in which a student has enrolled or intends to enroll, as well as to any person as 
specifically required by State or federal law. Before information is released to these individuals, 

the parents/guardians or eligible student will receive prior written notice of the nature and 
substance of the information, and an opportunity to inspect, copy, and challenge such records. 

 
 
Academic grades and references to expulsions or out-of-school suspensions cannot be challenged 
at the time a student’s records are being forwarded to another school to which the student is 
transferring. 
 
 
Disclosure is also permitted without consent to: any person for research, statistical reporting or 
planning, provided that no student or parent/guardian can be identified; any person named in a 

court order; appropriate persons if the knowledge of such information is necessary to protect the 
health or safety of the student or other persons; and juvenile authorities when necessary for the 

discharge of their official duties who request information before adjudication of the student. 
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5. The right to a copy of any school student record proposed to be destroyed or 

deleted.  
The permanent record is maintained for at least 60 years after the student transfers, graduates, or 

permanently withdraws. The temporary record is maintained for at least 5 years after the student 

transfers, graduates, or permanently withdraws. Temporary records that may be of assistance to a 

student with a disability who graduates or permanently withdraws, may, after 5 years, be 

transferred to the parent/guardian or to the student, if the student has succeeded to the rights of 

the parent/guardian. Student temporary records are reviewed every 4 years or upon a student’s 

change in attendance centers, whichever occurs first. 

 

6. The right to prohibit the release of directory information. 
 
Throughout the school year, the District may release directory information regarding students, 
limited to:  

• Name 

• Address 

• Grade level 

• Birth date and place  
• Parent/guardian names, addresses, electronic mail addresses, and telephone numbers 

• Photographs, videos, or digital images used for informational or news-related purposes 

(whether by a media outlet or by the school) of a student participating in school or 

school-sponsored activities, organizations, and athletics that have appeared in school 

publications, such as yearbooks, newspapers, or sporting or fine arts programs 

• Academic awards, degrees, and honors 

• Information in relation to school-sponsored activities, organizations, and athletics 

• Major field of study 

• Period of attendance in school 

 
 
Any parent/guardian or eligible student may prohibit the release of any or all of the above 
information by delivering a written objection to the building principal within 30 days of the 
date of this notice. 

 
 

7. The right to request that military recruiters or institutions of higher learning not be 

granted access to your student’s information without your prior written consent.2  
Federal law requires a secondary school to grant military recruiters and institutions of higher 

learning, upon their request, access to secondary school students’ names, addresses, and 

telephone numbers, unless the student’s parent/guardian, or student who is 18 years of age or 
older, submits a written request that the information not be released without the prior written 

consent of the parent/guardian or eligible student. If you wish to exercise this option, notify the 
building principal. 

 

 
2 This section is only applicable to high schools. 
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8. The right contained in this statement: No person may condition the granting or 

withholding of any right, privilege or benefits or make as a condition of employment, 

credit, or insurance the securing by any individual of any information from a student’s 

temporary record which such individual may obtain through the exercise of any right 

secured under State law. 

 

9. The right to file a complaint with the U.S. Department of Education concerning 

alleged failures by the District to comply with the requirements of FERPA. 

 

The name and address of the Office that administers FERPA is: 

 

Family Policy Compliance Office 

U.S. Department of Education 

Student Privacy Policy Office 

400 Maryland Avenue, SW 

Washington DC 20202-46058520 

 

 
 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Cross-reference: 

PRESS 7:340, Student Records 
 


