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Management Of Student Scholastic Records 

STUDENT SCHOLASTIC RECORDS 

Stafford County Public Schools maintains student records in compliance with state and federal laws. The 
Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a federal law that 
protects the privacy of student education records. The law applies to all schools that receive funds under an 
applicable program of the U.S. Department of Education. 

Stafford County Public Schools provides notice to parents and eligible students of their rights under FERPA 
at the beginning of each school year through school issued student planners or printed copies. 

Student scholastic records are those records that are directly related to a student, and are maintained by 
Stafford County Public Schools or by a party acting for Stafford County Public Schools. The content of the 
student scholastic record should be limited to data needed by the school to assist the student in his or her 
personal, social, educational, and career development. 

Student scholastic records encompass all records created or collected by and maintained by Stafford County 
Public Schools that contain information on a student, except those records specifically exempted by law. 

A student scholastic record is any information recorded in any way, including but not limited to, 
handwriting, print, computer media, video, or audiotape, film, microfilm, and microfiche. The term 
“computer media” is intended to cover any manner of maintaining information that is stored digitally. If e- 
mail directly relates to the student and is maintained by Stafford County Public Schools or by a party acting 
for SCPS, it is part of the student’s scholastic records. Based on this definition, it is clear that scholastic 
records must be in some tangible form, or susceptible to reproduction in a tangible form. 

A student scholastic record document can be considered “personally identifiable information” without 
identification of the student by name. A personal identifier includes any personal characteristics that would 
make the student’s identity easily traceable. For example, a student ID number, social security number, his or 
her initials, or other means. 

REQUIRED RECORDS 

Certain data must be collected and maintained for all students. The following data must be maintained: 

 Record Data Disclosure Form

 SCPS must maintain a record of each request for access to and each disclosure of personally
identifiable information from the scholastic records of each student. Those individuals with
legitimate educational interest in the content of a student’s scholastic record are not required
to sign the Record Data Disclosure Form located in the scholastic record.

Record Data Disclosure Form must be filled out for anyone that accesses any part of a student record 
except the parent or eligible student, a school official with legitimate interest, a party with written 
consent from the parent or eligible student, or a party seeking directory information. 

No entry shall be made, however, when the disclosure is in response to a court order or subpoena 
that specifies that the subject of the records should not be notified. The form should be initiated at 
the first such request for access or disclosure and updated to reflect subsequent disclosures. The 
form and any written consents must be maintained in the student’s record. Any unauthorized 
disclosure of student information must be recorded on this form. 

Those who have access to student records during IEP, SCT, 504 meetings that aren’t parents, eligible 
students, or school officials, are required to fill out this form. 
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 Name and address of student 

 The student’s legal name that appears on the birth certificate is considered their official name 
and should be printed on the student scholastic record and in the Stafford County Public 
School systems. A court document attesting to a change of name is required before any 
changes can be made to the student scholastic record. When a name change does occur, a 
copy of the document supporting the name change is to be maintained in the scholastic 
record. Student records that were made prior to the name change cannot be altered. Once a 
student is no longer enrolled in Stafford County Public Schools, no changes to student records 
will be made other than to correct errors. 

 Birth date and birth certificate number 

 An official certified copy of the child's birth record must be provided. A photocopy of the 
child's birth certificate will not meet this requirement nor will a verification of birth. The 
principal or designee must record the official state birth number from the student’s birth 
record into the student’s scholastic record on the front cover in the space provided along 
with his/her signature, title, and date. At the time of enrollment, the child must be five years 
of age or reach his/her fifth birthday on or before September 30th of the school year. A copy 
of the birth certificate should be placed in student file as best practice. 

 Information on obtaining a certified copy of a birth certification is available at the Virginia 
Department of Health website. http://www.vdh.state.va.us/vital_Records/index.htm 

 If a certified copy of the child's birth record cannot be obtained, the person enrolling the child 
must submit a sworn statement setting forth the child's age and explaining the inability to 
present a certified copy of the birth record on an Birth Certificate Affidavit form. 

See page 6, BIRTH CERTIFICATE for additional guidance. 

 Name and address of parent or guardian 

 Addresses should be put into The SIS System  

 If a child has no regular, fixed residence but resides within the school division in a temporary 
shelter, institution, or place not ordinarily used as a residence, the school division may 
determine that a street address, route number, or post office box number, cannot be 
provided. The school division may accept an alternative form of address that it considers 
appropriate. 

 Academic transcript 

 A transcript (Grades 9-12) should be printed when a student withdraws or graduates. Only 
print transcript in grades 9-11 if withdraw; print transcript for every graduate. 
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 Grades and grade point average 

 Grades K-12 Historical Grades Printout (when withdraw or graduate) 
 A transcript (Grades 9-12) should be printed when a student withdraws or graduates. Only 

print transcript in grades 9-11 if withdraw; print transcript for every graduate. 

 Class rank 

 A transcript (Grades 9-12) should be printed when a student withdraws or graduates. Only 
print transcript in grades 9-11 if withdraw; print transcript for every graduate. 

 Type of diploma earned 

 Record of diploma earned should be printed on the student’s last academic transcript and 
placed in student scholastic folder. 

 School entrance physical examination report, immunization certificate or verification of 
immunizations 

 The school nurse is required to examine the Comprehensive Physical Examination Form and 
Immunization Record to ensure its completion during enrollment. If the school nurse is 
absent during the time a student enrolls the records should be given to the nurse upon return 
for approval. 

 Before any child is admitted to any public school he/she must have a Comprehensive Physical 
Examination by a qualified licensed physician, nurse practitioner, or physician assistant 
acting under the supervision of a licensed physician. A report of the examination should be 
recorded on a School Entrance Physical Exam Form and obtained for the school division to be 
placed in the student’s scholastic record. The report must indicate that the child has received 
the physical examination within the 12 months prior to the date the child first enters a 
public school (K-12). There is no grace period for obtaining Comprehensive Physical 
Examination. 

 The Comprehensive Physical Examination is not required of any child if it violates the family’s 
religious beliefs and the child’s parent/guardian states in writing that the child is free from 
any communicable or contagious disease and there is no visual evidence of sickness. No 
certificate of immunization shall be required for the admission to school of any student if (1) 
the student or his/her parent submits an affidavit to the admitting official stating that the 
administration of immunizing agents conflicts with the student’s religious practices; or (2) 
the school has written certification from a licensed physician or a local health department 
that one or more of the required immunizations may be detrimental to the student’s health, 
indicating the specific nature and probable duration of the medical condition or circumstance 
that contraindicates immunization. 

 Transfer students must provide records stating that a physical was completed prior to 
enrolling into another school in one of the following ways: a copy of the report of the physical 
examination or phone verification from the school he/she is transferring from with records 
to follow. This is also the case with immunizations. Documentation indicating that the child 
has received the required immunizations must be provided. Any child whose immunizations 
are incomplete may be admitted conditionally, but please check with current Virginia 
Department of Health/Department of Education or school nurse for most current guidelines. 
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 The health departments of all the counties and cities must provide the physical examination 

for medically indigent children without charge, upon request. 

 Student termination (graduation/withdrawal) 

 Record of withdrawal should be recorded in The SIS System. If withdrawing and not 
returning to a school or GED program fill in section on front of scholastic folder. 

 Record of graduation should be printed on the student’s last academic transcript and placed 
in student scholastic folder. 

 

TYPES OF STUDENT RECORDS 

A student scholastic record file and a cumulative health record file must be created for each student. Other 
types of files, specific to the student, may also be created on an as needed basis. The files may be kept 
together or may be stored in separate locations as needed to allow necessary access and maintain security. 
Student records may also be maintained electronically (The SIS System and other electronic systems). 
Records relating to a student are still part of the student scholastic record regardless of where they are 
maintained. 

 

SPECIAL SERVICES RECORDS 

Schools must maintain information and documentation relative to student eligibility and special education 
and related services in the student’s education record to provide appropriate services and for auditing 
purposes. This documentation includes, but is not limited to, the following information: 

 Records of referral 
 Reports of assessment, including educational, physiological (medical, speech, hearing, vision), 

psychological, sociological 
 Permission for initial testing 
 Permission for initial placement 
 Permission for initial placement 
 Summary of eligibility minutes 
 Individualized education programs (IEPs) 
 Student Data forms 
 Parent notifications 

 
Special education records are kept for active students and for five years after the student exits 
(graduates, withdraws, or completes a program) from Stafford County Public Schools. After five years, 
these records will be destroyed in compliance with the Library of Virginia Records Retention and 
Disposition Schedule. 
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TALENTED AND GIFTED 

The Gifted Education Program provides services for students in accordance with the Standards of Quality 
and in compliance with the “Virginia Plan for the Education of the Gifted.” The program is designed to 
address individual learning styles, needs, and interests to encourage each student to develop to his or her 
greatest potential. Students may be identified in the area of general intellectual aptitude. SCPS supports 
differentiated instructional services for students at all grade levels. 

 

CUSTODY DOCUMENTS 

When a child’s parents are divorced or separated, it is important for school officials to know whether the 
noncustodial parent (the parent not awarded custody of the child by the court) has been restricted or 
prohibited by the court from exercising parental rights. Schools should make a copy of the complete custody 
or adoption papers and place in a Legal file in the student’s education record.  

 

DISCIPLINARY RECORDS 

Disciplinary records are records that are directly related to a student and any disciplinary action taken 
against that student for violation of school rules or policies occurring on school property or at school- 
sponsored events. Every notice of adjudication or conviction received by a local superintendent, and 
information contained in the notice, shall be maintained by the superintendent and by any other person to 
whom he disseminates it, separately from all other records concerning the student. However, if the school 
administrators or the school board takes disciplinary action against a student based upon an incident (on 
school property or during a school sponsored activity), formed the basis for the adjudication or conviction, 
the notice shall become a part of a student’s disciplinary record. Disciplinary records must be maintained as 
part of a student’s education record. FERPA requires schools to transfer any and all education records, 
including disciplinary records, on a student transferring to another school. 

 

HOMESCHOOL R E C O R D S  

Home schooling means instruction of a child or children by a parent/guardian or other person having  
control of such child or children, as an alternative to attendance in public or private school. The records of a 
home-schooled child’s educational program, including courses taken and grades achieved in these courses, 
and the results of annual evaluations which may include the results of standardized tests need to be reported 
to the division superintendent or designated education official within the school division in which the child is 
being home-schooled. 

 
 

HOMEBOUND RECORDS 

The school division is responsible for providing instructional services for public school students who must 
be temporarily confined at home or in a health care facility. The school division is also responsible for 
providing homebound services to a student enrolled in the school division who is confined in another county 
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or city in Virginia and to qualified students confined in another state, if those students meet homebound 
eligibility requirements. Students must be enrolled in a public school in Virginia in order to receive 
homebound instruction. 

The goals of homebound services are to sustain continuity of instruction and to facilitate the student 
returning to school. Homebound instructional services are not a guarantee that the student will progress in 
the academic program. 

Homebound instruction is designed to provide continuity of educational services between the classroom and 
home or health care facility, for students whose medical needs, both physical and psychiatric, do not allow 
school attendance for a limited period of time. Homebound instruction may be used to supplement the 
classroom program for students with health impairments whose conditions may interfere with regular 
school attendance (e.g., students receiving dialysis or radiation/chemotherapy; or students with other 
serious health conditions). 

Homebound instruction is not intended to supplant school services and is by design temporary. While no 
specific number of days can be set due to the many complex situations that arise for students, instruction 
should take place in the school setting to the fullest extent possible. The student’s inability to attend school 
for medical reasons, both physical and psychiatric, must be certified by a licensed physician or licensed 
clinical psychologist. 

SCHOOL STATUS 

When enrolling a student in Stafford County Public Schools from another school division, the 
parent/guardian is required to provide a sworn statement or affirmation indicating whether the student has 
been expelled from school attendance at a private school or in a public school division of the commonwealth 
or in another state for an offense in violation of school board policies relating to weapons, alcohol or drugs, 
or for the willful infliction of injury to another person. 

BIRTH CERTIFICATES 

No student shall be admitted for the first time to any public school in any school division unless the person 
enrolling the student presents, upon admission, an original certified copy of the student’s birth certificate, 
and that the principal or designee should record the official state birth number from the student’s birth 
certificate onto the student’s scholastic record  If an original certified copy of the child’s birth record 
cannot be obtained, the person enrolling the child must submit a notarized sworn statement/affidavit stating 
the child’s age and explaining the inability to present an original certified copy of the birth certificate. 

The person enrolling needs to notify the records designee if it is not him/herself. The parent should be 
directed on how to obtain a birth certificate. The records designee is responsible for rechecking records 
without birth certificates and following up with parents to bring it in. If a parent does not provide a birth 
certificate, law enforcement should be contacted. For all we know the student could be kidnapped, etc. The 
only times an affidavit would be the only proof would be for a student with a visa that is here for a short time 
or an immigrant that has no paperwork. The birth certificate presented shouldn’t be a copy itself, a 
verification of birth, or a confirmation of birth. It needs to be the original certified birth certificate from the 
Department of Vital Records. 

 Click on the link below to open.
Code of Virginia 22.1-43.1
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PROOF OF CITIZANSHIP 

Stafford County Public Schools is not permitted to inquire into a prospective student’s citizenship or visa 
status to enroll that student in school. Stafford County Public Schools shall accept students who meet the 
residency requirements of the Code of Virginia and may not deny a free public education to undocumented 
school-age children who reside within their jurisdictions because they do not hold valid United States 
citizenship or a student visa. 

 

HOMELESS STUDENT 

A student is considered to be homeless when he/she lacks a fixed, regular, and adequate permanent 
residence. Stafford County Public Schools must immediately enroll a homeless student even if required 
documents, such as birth certificate, school records, medical records, proof of residency, etc. cannot be 
provided. Schools must obtain records for homeless students from the previous school attended, but not 
required before enrollment. All questions pertaining to homeless students should be directed to the 
McKinney Vento Office. 

 

MISSING CHILDREN 

When notified by a local law enforcement agency that a child is missing, the principal or his/her designee 
should update the student’s scholastic record to reflect that the child has been reported missing. Upon 
receiving a request from any school or person for copies of the scholastic records of any child who has been 
reported by a local law-enforcement agency to be missing, the school being requested to transfer the records 
should immediately notify the law enforcement agency which provided the report to the school of the child’s 
disappearance of the location of the school or person requesting the scholastic records of the child. 

 

PARENTS 

FERPA defines “parent” as a parent of a student and includes a natural parent/guardian or an individual 
acting as a parent in the absence of a parent or guardian. Stafford County Public Schools will consider an 
individual to be an acting parent only in extraordinary circumstances. 

 Divorce or Separation 

Stafford County Public Schools is obligated to give full rights to either parent, unless Stafford County 
Public Schools has been provided evidence that there is a court order, or legally binding document 
relating to divorce, separation, or custody that specifically revokes these rights. 

 Stepparents 

A stepparent has the same rights as natural parents, provided that the stepparent is present on a 
daily basis with the natural parent and child, and the other parent is absent from the home. On the 
other hand, a stepparent who is not present on a daily basis in the home of the child does not have 
right with respect to that child’s scholastic records. 

 Rights after age 18 

Parents lose their rights when their child turns 18, or starts attending a postsecondary institution, if 
that happens first. The student is referred to as an “eligible student”. However, a school may disclose 
the scholastic records to the parents of an eligible student, who is 18 years of age or older, who is 
considered a dependent student under Section 152 of the Internal Revenue Code of 1954 without the 
consent of the eligible student. A parent of a child with a disability who is 18 may retain his/her 
rights provided that the child has been determined to be legally incompetent or legally incapacitated. 
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DISCLOSURE OF EDUCATIONAL RECORDS 

The superintendent or his/her designee is responsible for the collection, maintenance, security, use, 
disclosure, and content of the education records at the division level. The same is true at the school level that 
the school’s principal or his/her designee is responsible. 

Generally, schools must have written permission from the parent or eligible student before releasing any 
information from a student’s education record; however, the law allows schools to disclose educational 
records, without consent, to the following: 

 To school officials who have a legitimate educational interest in the records. 

 A school official is: 

• a person employed by the School Board 
• a person appointed or elected to the School Board 
• a person employed by or under contract to the School Board to perform a special task, 

such as an attorney, auditor, medical consultant, or therapist 
• a contractor, consultant, volunteer, or other party to whom the school division has 

outsourced services or functions for which the school division would otherwise use 
employees and who is under the direct control of the school division with respect to the 
use and maintenance of education records 

 A school official has a legitimate educational interest if the official is: 

• performing a task that is specified in his or her position description or by a contract 
agreement 

• performing a task related to a student's education 
• performing a task related to the discipline of a student 
• providing a service or benefit relating to the student or student's family, such as health 

care, counseling, job placement, or financial aid 

 To officials of another school, school system, or institution of postsecondary education where the 
student seeks or intends to enroll or where the student is already enrolled so long as the disclosure is 
for purposes related to the student’s enrollment or transfer. If records or information are released 
under this provision, the student’s parents will be notified of the release, receive a copy of the 
record(s), if they so desire, and have an opportunity for a hearing to challenge the content of the 
record. 

 It is important for a school to receive the student’s complete scholastic record when the 
student enrolls as soon as they are requested. Original records are not transferred outside of 
Stafford County Public Schools. Copies are provided to other school divisions requesting 
records. 

 In connection with a student's request for or receipt of financial aid as necessary to determine the 
eligibility, amount, or conditions of the financial aid, or to enforce the terms and conditions of the aid. 
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 For the purpose of furthering the ability of the juvenile justice system to effectively serve the pupil 

prior to adjudication. The principal or his/her designee may disclose identifying information from a 
pupil's scholastic record to state or local law-enforcement or correctional personnel, including a law- 
enforcement officer, probation officer, parole officer or administrator, or a member of a parole board, 
seeking information in the course of his/her duties; an officer or employee of a county or city agency 
responsible for protective services to children, as to a pupil referred to that agency as a minor 
requiring investigation or supervision by that agency; attorneys for the Commonwealth, court 
services units, juvenile detention centers or group homes, mental and medical health agencies, state 
and local children and family service agencies, and the Department of Juvenile Justice and to the staff 
of such agencies. Prior to disclosure of any such scholastic records, the persons to whom the records 
are to be disclosed shall certify in writing to the principal or his/her designee that the information 
will not be disclosed to any other party, except as provided under state law, without the prior written 
consent of the parent of the pupil or by such pupil if the pupil is eighteen years of age or older. 

 To accrediting organizations to carry out their functions. 

 To parents of an eligible student who claim the student as a dependent for income tax purposes. 

 To the entities or persons designated in judicial orders or subpoenas as specified in FERPA. 

 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. If the school division releases 
information in connection with an emergency, it will record the following information: 

 the articulable and significant threat to the health or safety of a student or other individuals 
that formed the basis for the disclosure; and 

 the parties to whom the division disclosed the information. 

 To an agency caseworker or other representative of a state or local child welfare agency or tribal 
organization who has the right to access a student's case plan when such agency or organization is 
legally responsible for the care and protection of the student. 

 Directory information so designated by the school division. 

 Schools are required to allow parents or eligible students a “reasonable amount of time” to 
request that the schools not disclose directory information about them. The high schools will 
provide an “opt-out” form if requested. Parents/eligible students must notify the school in 
writing if they do not wish to have any part or all information classified as directory information  
concerning their child or self (if 18 years of age or older) released without your prior consent. 

  Directory information is not generally considered harmful or an invasion of privacy if disclosed. 
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 When the disclosure concerns sex offenders and other individuals required to register under section
170101 of the Violent Crime Control and Law Enforcement Act of 1994, 42 U.S.C. § 14071, and the
information was provided to the division under 42 U.S.C. § 14071 and applicable federal guidelines.

The school division will use reasonable methods to identify and authenticate the identity of parents, 
students, school officials, and any other parties to whom it discloses personally identifiable information from 
education records. Stafford County Public Schools will not release student scholastic records to any party 
unless the principal or his/her record’s designee authorizes access. Proper identification from any person 
requesting access may be required such as a driver’s license or military identification card. In other 
circumstances where school personnel are not convinced of a person’s identity custody orders and birth 
certificates may provide verification. 

DIRECTORY INFORMATION 

The Stafford County School Board notifies parents and eligible students at the beginning of each school year 
what information, if any, it has designated as directory information, the right to refuse to let the division 
designate any or all of such information as directory information, and the period of time to notify the 
division, in writing, that he or she does not want any or all of those types of information designated as 
directory information. The notice may specify that disclosure of directory information will be limited to 
specific parties, for specific purposes, or both. If the School Board specifies that disclosure of directory 
information will be so limited, the disclosures of directory information will be limited to those specified in 
the public notice. 

Parents and eligible students may not use the right to opt out of directory information disclosures to 1) 
prevent disclosure of the student’s name, identifier, or institutional email address in a class in which the 
student is enrolled; or 2) prevent an educational agency or institution from requiring the student to wear, to 
display publicly, or to disclose a student ID card or badge that exhibits information designated as directory 
information and that has been properly designated as directory information. 

Stafford County Public Schools has designated the following information as directory information: 

 Student’s name, including nickname
 Name of parent or guardian with whom student lives
 Address
 Telephone listing
 Grade level
 E-mail address
 Photographs and other images that feature the student
 Date and place of birth
 Major field of study
 Dates of attendance
 Participation in officially recognized activities and sports
 Height and weight of members of athletic teams
 Degrees, honors, and awards received
 Most recent educational agency of institution attended
 Student ID number, user ID, or other unique personal identifier used to communicate in electronic

systems that cannot be used to access education records without a PIN, password, etc. (A student's
SSN, in whole or in part, cannot be used for this purpose.)
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DISCLOSURE TO FEDERAL AGENCIES 

Notwithstanding any other provision of law or policy, no member or employee of the Stafford County School 
Board will transmit personally identifiable information, as that term is defined in FERPA and related 
regulations, from a student's record to a federal government agency or an authorized representative of such 
agency except as required by federal law or regulation. 

 
 

RECORDS EXCLUDED FROM FERPA 

Certain records not considered scholastic records and are not maintained in the student’s education file. 
Excluded records will not be disclosed in response to a request from the parent/eligible student. These 
include: 

 Records which are kept in the sole possession of the maker of the records and are not accessible 
or revealed to any other person except a temporary substitute for the maker of the records. Once 
the contents or information recorded in sole possession records is disclosed to any party other 
than a temporary substitute for the maker of the records, those records become education 
records subject to FERPA. Generally sole possession records are of the nature to serve as a 
“memory jogger” for the creator of the record. For example, if a school official has taken notes 
regarding telephone or face to face conversations, such notes could be sole possession records 
depending on the nature and content of the notes. 

 Records created and maintained for law enforcement purposes by the Stafford County School 
Board’s law enforcement unit, if any. A law enforcement unit is any individual, office, department, 
or division of the school division that is authorized to enforce any local, state, or federal law, refer 
enforcement matters to appropriate authorities or maintain the physical security and safety of 
the school division. 

 In the case of persons who are employed by the Stafford County School Board but who are not in 
attendance at a school in the division, records made and maintained in the normal course of 
business which relate exclusively to the person in his or her capacity as an employee; 

 Records created or received after an individual is no longer in attendance and that are not 
directly related to the individual’s attendance as a student. 

 Records that are protected by the attorney-client privilege or the attorney work-product 
doctrine. 

 

AUDIT OR EVALUATION OF EDUCATION PROGRAMS 

Authorized representatives of the Comptroller General of the United States, the Attorney General of the 
United States, the federal Secretary of Education, and state and local educational authorities may have access 
to education records in connection with an audit or evaluation of federal- or state- supported education 
programs, or for the enforcement of or compliance with federal legal requirements that relate to those 
programs. 
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Any authorized representative other than an employee must be designated by a written agreement which 

 designates the individual or entity as an authorized representative; 

 specifies the personally identifiable information to be disclosed, specifies that the purposes for which 
the personally identifiable information is disclosed to the authorized representative is to carry out an 
audit or evaluation of federal- or state-supported education programs, or to enforce or comply with 
federal legal requirements that relate to those programs; and specifies a description of the activity 
with sufficient specificity to make clear that the work falls within the exception of 34 CFR § 
99.31(a)(3) including a description of how the personally identifiable information will be used; 

 requires the authorized representative to destroy personally identifiable information when the 
information is no longer needed for the purpose specified; 

 specifies the time period in which the information must be destroyed; and 

 establishes policies and procedures, consistent with FERPA and other federal and state 
confidentiality and privacy provisions, to protect personally identifiable information from further 
disclosure and unauthorized use, including limiting use of personally identifiable information to only 
authorized representatives with legitimate interests in the audit or evaluation of a federal- or state- 
supported education program or for compliance or enforcement of federal legal requirements related 
to such programs. 

 

RECORD OF DISCLOSURE 

The Stafford County Public Schools maintains a record called the Record Data Disclosure form, kept with the 
education records of each student, indicating all individuals, agencies, or organizations which request or 
obtain access to a student’s education records. The record will indicate specifically the legitimate interest the 
party had in obtaining the information. The record of access will be available only to parents, to the school 
official and his/her assistants who are responsible for the custody of such records, and to persons or 
organizations which audit the operation of the system. This form is not to be used by Stafford County Public 
Schools personnel. School officials are to use the student scholastic record sign in/out sheets located in their 
records area. 

 
 

HIGH SCHOOL CREDITS TAKEN IN MIDDLE SCHOOL 
 

For any high school credit-bearing course taken in middle school, parents may request that grades be 
omitted from the student's transcript and the student not earn high school credit for the course. If the course 
is omitted from the student’s transcript, any corresponding SOL score associated with the course cannot be 
used towards graduation requirements. Such request shall be made in the format and by the deadline set 
forth in regulations developed by the superintendent. Notice of this provision is provided to parents. 

 
 
 
 
 

12 



Stafford County Public Schools
Management Of Student Scholastic Records

PARENTAL RIGHTS 

Stafford County Public Schools is required to notify parents and eligible students annually of their rights 
under the Family Educational Right and Privacy Act (FERPA). The annual notice may be made by any means 
that is likely to inform parents and eligible students of their rights, including a special letter, student 
handbook, bulletin, newspaper, or by any other means that will assure notification to the student’s home. 
Stafford County Public Schools is required to effectively notify parents and students who have a primary or 
home language other than English, Schools should consult with parents and eligible students in determining 
how best to provide them with this notice. Stafford County Public Schools is also required to provide 
notification to disabled students in alternative formats such as audiotape, Braille, computer disk, or large 
print, as appropriate. 

Under FERPA, Stafford County Public Schools shall provide rights regarding inspection and review of the 
student’s scholastic records. These rights transfer to the student, or former student, upon reaching the age of 
18 or attending any school beyond high school level. Students and former students to whom the rights have 
transferred are called “eligible students.” These rights are as follows: 

 The right to inspect and review the scholastic records of their children. When a scholastic record
pertains to more than one child, parents have the right to inspect and review, or be informed only on
that part of the record or document that relates to their child. Eligible students also have a right to
inspect and review their scholastic records. Schools must comply with a request to inspect or review
a child’s scholastic record within a reasonable time but not to exceed 45 days.

Parents or eligible students should submit to the School principal or his/her designee a written request that 
identifies the record(s) they wish to inspect. The school official will make arrangements for access and notify 
the parent or eligible student of the time and place where the record(s) may be inspected. 

 The right to inspect or review scholastic records of a child with a disability without unnecessary
delay and before any meeting regarding an IEP, or any hearing as required by Individuals with
Disabilities Education Act (IDEA). The IDEA also allows the parent to have a representative inspect
and review the records.

 The right to (1) a hearing to challenge the content of scholastic records to insure they are not
inaccurate, misleading, or otherwise in violation of the privacy rights of students (2) the right to have
an opportunity to correct or delete inaccurate, misleading, or otherwise inappropriate data, and (3)
the right to insert a written explanation regarding the contents of the records.

Parents or eligible students may ask the school to amend a record(s) that they believe is inaccurate, 
misleading, or otherwise in violation of the privacy rights of students. They should submit a written request 
that clearly identifies the part(s) of the record(s) they want changed and specify their reasoning to the 
School principal or his/her designee. If the school decides not to amend the record as requested by the 
parent or eligible student, the School official will notify the parent or eligible student of the decision and 
inform them of his/her right to a hearing regarding the request for amendment. 

The following are the minimum requirements for a hearing: 

 The hearing must be held within a reasonable time after the request is received;

 The school must provide the parent or eligible student with notice of the date, time, and place
within a reasonable time in advance of the hearing;

13 



Stafford County Public Schools  
 Management Of Student Scholastic Records 

  

 The hearing may be conducted by any party, including an official of the school division who 
does not have a direct interest in the outcome of the hearing; 

 The parent or eligible student must be afforded a full and fair opportunity to present 
evidence relevant to the issues. The parent or eligible student may, at their own expense, be 
assisted by another person, including an attorney; 

 The school must make its decision in writing within a reasonable time after the conclusion of 
the hearing; and 

 The decision of the school 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. 

 The right to annual public notice of parent rights and designated categories of directory information 
and a reasonable time, or during a time period not to exceed 45 days, to refuse to allow the release of 
directory information without prior consent. 

 The right to copies of scholastic records if circumstances effectively prevent the parent or eligible 
student from exercising the right to inspect and review the student’s scholastic records, e.g., parents 
who live outside of the school district or parents with a serious illness. In addition, parents are 
entitled to receive copies, upon request, of records that are disclosed to another school that their 
child is attending or plans to attend. Local education agencies may need to make copies of scholastic 
records available to allow inspection when scholastic records are electronically maintained. 

Stafford County Public Schools may charge a copy fee unless imposition of such a charge would prevent a 
parent from exercising his or her right to inspect and review the scholastic records. The fee may include 
costs associated with reproduction, secretarial or administrative time, and postage. Please see below for a 
listing of charges. Stafford County Public Schools may not charge a fee to search for and retrieve the 
scholastic records of a student, or for a copy of a current individualized education plan (IEP). 

 The right to a response to reasonable requests for explanations and interpretations of the scholastic 
records. 

 The right to file a complaint with the U. S. Department of Education, at the address below, concerning 
alleged failures by the school to comply with the requirements of FERPA. Schools are required to 
notify parents and eligible students annually of their rights under FERPA. 

 

Family Policy Compliance Office 
U.S. Department of Education, 400 

Maryland Avenue, SW. 
Washington, DC 20202-4605 
 
 

CONFIDENTIALITY OF HIV AND DRUG AND ALCOHOL TREATMENT RECORDS 

The Stafford County Public Schools complies with the confidentiality requirements of Va. Code § 32.1-36.1 
providing for the confidentiality of records related to any test for Human Immunodeficiency Virus (HIV). In 
addition, the school division maintains confidentiality of drug and alcohol treatment records as required by 
federal and state law. 

 
 
 
 

14 



Stafford County Public Schools
Management Of Student Scholastic Records

PARENTAL CONSENT 

A written consent to disclose student scholastic records must be a signed document that identifies the 
student; specifies the records to be disclosed; states the purpose of the disclosure; and identifies the 
party/parties disclosure should be made to. No particular format is required as long as the consent is signed 
and contains all specified parts. Parents and eligible students may use our Authorization for Confidential 
Release and Exchange of Education and Health Records form to provide written consent for record 
disclosures. 

FEES FOR STUDENT RECORDS 

Stafford County Public Schools charges a processing fee of $2 per document for all agency and former 
student record requests which include Graduation/GED verification, official/unofficial transcript and proof 
of immunization.  The fee for copies of all other student record documents will be 20¢ per page.  We DO NOT 
make copies of Birth Certificates in the student file. 

Stafford County Public Schools shall not charge a fee for copying an Individualized Education Plan (IEP) or 
for a copy of the verbatim record of a hearing conducted in accordance with the State Board of Education's 
Regulations Governing Special Education Programs for Children with Disabilities in Virginia. 

RECORD CONFIDENTIALITY 

An Access to Records sheet will be sent to principals and records designees at the beginning of each school 
year. This document states who is allowed to access student scholastic records along with the school(s) they 
have access to. A copy of this document should be posted on the outside of each records room. The 
principal/records designee(s) are responsible for the collection, maintenance, security, use, disclosure, and 
content of the scholastic record. The designee or the school principal is the only personnel who should have 
keys to file rooms used for student records. If authorized personnel need information from a scholastic 
record they are to have the principal/designee to unlock the records room. 

A Student Scholastic Record Sign-Out sheet is provided to schools to track school division faculty/staff that 
are permitted to access student records. By signing this sheet authorized personnel agree that the student 
record and any information it contains will be used only for educational purposes concerning the student. All 
information is confidential and SCPS has a responsibility to protect the rights and privacy of the student and 
his/her parents. It is not allowed for any individual to remove, add, or alter any part of a student record that 
is not specific to your job duties.  They should also be viewed in a way that ensures the protection of 
confidentiality so information should be viewed and accessible only to the person who checked out the 
record unless it is for an IEP meeting or IDEA hearing where other individuals such as a parent/guardian or a 
parent’s representative have the right to inspect also (with written consent of the parent).  All records need 
to be returned the same day they are checked out to the principal or the records designee. This sheet is 
subject to internal audit for compliance 
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PROTECTION OF RIGHTS AMENDMENT (PPRA) 

The Protection of Pupil Rights Amendment (PPRA) is a federal law that affords certain rights to parents of 
minor students with regard to surveys that ask questions of a personal nature. 

PPRA provides: 

 Schools and contractors make instructional materials available for inspection by parents if those 
materials will be used in connection with any U.S. Department of Education funded survey, analysis, 
or evaluation in which their children participate 

 Schools and contractors obtain prior written parental consent before minor students are required to 
participate in any U.S. Department of Education funded survey, analysis, or evaluation that reveals 
information concerning: 

 political affiliations or beliefs of a student or a student’s parents; 
 mental and psychological problems of the student or the student’s family; 
 sex behavior or attitudes; 
 illegal, anti-social, self-incriminating, or demeaning behavior; 
 critical appraisals of other individuals with whom respondents have close 
 family relationships; 
 legally recognized privileged or analogous relationships, such as those of lawyers, physicians, 

and ministers; 
 religious practices, affiliations, or beliefs of the students or student’s parents; or 
 income (other than required by law to determine eligibility for participation in a program or that 

receiving financial assistance under such programs). 

Schools are required to develop and adopt policies – in conjunction with parents- regarding the following: 

 The right of parents to inspect, upon request, a survey created by a third party before the survey is 
administered or distributed by a school to students; 

 Arrangements to protect student privacy in the event of the administration of a survey to students, 
including the right of parents to inspect, upon request, the survey, if the survey contains one or more 
of the same eight items as noted previously; 

 The right of parents to inspect, upon request, any instructional material used as part of the 
educational curriculum for students; 

 The administration of physical examinations or screenings that the school may administer to 
students; 

 The collection, disclosure, or use of personal information collected from students for the purpose of 
marketing or selling, or otherwise providing the information to others for that purpose; and 

 The right of parents to inspect, upon request, any instrument used in the collection of information, as 
described in number 5. 
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The educational agency shall offer an opportunity for parents to opt out of (remove their child) from 
participation in the following activities: 

 Activities involving the collection, disclosure, or use of personal information collected from students 
for the purpose of marketing or for selling that information, or otherwise providing that information 
to others for that purpose; 

 The administration of any third party (non-Department of Education funded) survey containing one 
or more of the above described eight items of information; 

 

 Any nonemergency, invasive physical examination or screening that is: 1) required as a condition of 
attendance; 2) administered by the school and scheduled by the school in advance; and not necessary 
to protect the immediate health and safety of the student, or of other students; 

 In the notification, the educational agency shall inform parents of the specific or approximate dates 
during the school year when these activities are scheduled. 

PPRA requirements do not apply to the collection, disclosure, or use of personal information collected from 
students for the exclusive purpose of developing, evaluating, or providing educational products or services 
for, or to, students or educational institutions, such as the following: 

 College or other postsecondary education recruitment, or military recruitment; 

 Book clubs, magazines, and programs providing access to low -cost literacy products; 

 Curriculum and instructional materials used by elementary and secondary schools; 

 Tests and assessments used by elementary and secondary schools to provide cognitive, evaluative, 
diagnostic, clinical, aptitude, or achievement information about students; 

 The sale by students of products or services to raise funds for school-related or education-related 
activities; 

 Student recognition programs. 

The rights provided to parents under PPRA transfer to the student when the student becomes 18 years old 
or is an emancipated minor under applicable state law. 

Parents or eligible students should first inform the school principal and/or the division superintendent of 
the complaint and work with the school to resolve the matter. If not satisfied with the results, a parent or 
eligible student may file a written complaint regarding an alleged violation with the Family Policy 
Compliance Office (FPCO). 

 

Family Policy Compliance Office 
U.S. Department of Education, 400 

Maryland Avenue, SW. 
Washington, DC 20202-4605 
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 A complaint must contain the specific allegations of fact giving reasonable cause to believe that a 
violation of act occurred. 

 The FPCO investigates each timely complaint to determine whether the educational agency or 
institution has failed to comply with the provision of the act. 

 A timely complaint is defined as an allegation of a violation or of the date that the complainant knew 
or reasonably should have known of the alleged violation. 

 The FPCO may extend the time limit in this section for good cause shown. 

The responsibilities of Family Policy Compliance Office (FPCO) in the enforcement process are as follows: 

 The FPCO reviews the complaint and response and may permit the parties to submit further written 
or oral arguments or information. 

 Following its investigation, the FPCO provides to the complainant and the educational agency or 
institution written notice of its findings and the basis for its findings. 
If the FPCO finds that the educational agency has not complied with the act, it provides a statement 
of the specific steps that the agency or institution must take to comply, and provides a reasonable 
period of time, given all of the circumstances of the case, during which the educational agency or 
institution may comply voluntarily. 

 

 
RECORDS RETENTION AND DESTRUCTION 

Records retention times are established by the Library of Virginia in accordance with the Virginia Public 
Records Act. Retention times establish how long we must keep various records before we destroy them. 
Destruction at the end of the retention period is mandatory unless there is an open request to access the 
records, the records are part of an incomplete audit, or the records are relevant to pending or ongoing 
investigation or threatened, pending or ongoing litigation. Completion of the RM-3 form prior to destruction 
is required to establish that the records may be destroyed as planned and then to document that destruction 
did occur as required. 
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