Pataula Charter Academy and Spring Creek Charter Academy
FERPA - Student Data Privacy, Accessibility, and
Transparency Annual Notification Policy

Purpose: To provide guidance to administration in fulfilling their responsibilities to ensure that Pataula
Charter Academy and Spring Creek Charter Academy operate in full compliance with The Student Data
Privacy, Accessibility, and Transparency Act of Georgia and the Family Educational Rights and Privacy
Act (FERPA) which requires local education agencies who receive federal funds to notify parents and
eligible students of their rights under FERPA.

Definitions:
Parent — shall, for the purpose of this document, be defined as an individual who has legal authority to
act on behalf of a student as a natural parent, adoptive parent, or as legal guardian.

Eligible Student — shall, for this document, be defined as a student who has reached 18 years of age or is
attending an institution of postsecondary education.

Legal Custodian — shall for this document, be defined as an entity or individual other than a parent with
legal authority to act on behalf of a student. Such term shall include the Department of Juvenile Justice,
The Department of Human Services, and the Division of Family and Children Service.

Education records - The term means those records that are:
1. Directly related to a student; and
2. Maintained by an educational agency or institution or by a party acting for the agency or
institution.
3. Includes but not limited to:
a) Enrollment and attendance records
b) Class schedules
c) Transcripts and grades
d) Discipline records
e) Financial information
f) Health records
g) Special Education Records
h) Psychological evaluations

Personally Identifiable Information (PPI) — the term includes, but is not limited to:

1) Student’s name

2) Student’s parents of family members names

3) Student’s address

4) A personal identified, such as student’s social security number, student number, or biometric
record

5) Other indirect identifiers, such as student’s date of birth, place of birth, and mother’s maiden
name
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6) Other information that, alone or in combination, is linked or linkable to a specific student that
would allow a reasonable person in the community, who does not have a personal knowledge
of the relevant circumstances, to identify the student with reasonable certainty; or

7) Information requested by a person who the educational agency or institution reasonably
believes knows the identify of the student to whom the education record relates

Directory information - means information contained in an education record of a student that would not
generally be considered harmful or an invasion of privacy if disclosed. Directory information includes,
but is not limited to: the student's name; address; telephone listing; electronic mail address; photograph;
date and place of birth; major field of study; grade level; enrollment status (e.g., undergraduate or
graduate, full-time or part-time); dates of attendance; participation in officially recognized activities and
sports; weight and height of members of athletic teams; degrees, honors, and awards received; and the
most recent educational agency or institution attended.

School official - shall for this document, be defined as:
1) District or School Administrator
2) Teacher
3) Contractor/Consultant to whom the school has outsources institutional services or functions
provided the outside party:
a) Performs an institutional service or function for which the school would otherwise use
employees;
b) Is under the direct control of the school with respect o the use and maintenance of
educational records; and
c) Is subject to the requirements of 99.33(a) governing the use and redisclosure of PPI
information from educational records.

Legitimate Educational Interests - means a school official needs access to a student's education records
to fulfill their professional responsibilities related to the student's education, discipline, or related
services (like counseling or financial aid). The school official must have a valid reason connected to
their specific job duties and the student's educational experience.

FERPA Parent Notification Requirements:

Pataula Charter Academy (PCA) and Spring Creek Charter Academy (SCCA) shall, in compliance with
FERPA CFR §99.7, annually notify parents of students currently in attendance and eligible students
currently in attendance, of their rights under FERPA. As such, the notification must include the
following:

1) The notice must inform parents or eligible students that they have the right to:
a) Inspect and review the student’s education records,
b) Seek amendment of the student’s education records that the parent or eligible student believes to
be inaccurate, misleading, or otherwise in violation of the student’s privacy rights,
c) Consent to disclosures of personally identifiable information contained in the student’s education
record, except to the extent the Act and 99.31 authorize disclosure without consent; and
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d) File with the USDOE a complaint concerning alleged failures by the educational agency or
institution to comply with the requirements of FERPA

2) The notice must include all of the following:

a) The procedure for exercising the right to inspect and review education records, and

b) The procedure for requesting amendment of records

c) If the educational agency or institution has a policy of disclosing education records under
899.31(a)(1), a specification of criteria for determining who constitutes a school official and
what constitutes a legitimate educational interest.

3) PCA/SCCA administration may provide this notice by any means that are reasonably likely to
inform the parents or eligible student of their rights. At a minimum, schools will post this policy in
its Policy Manual on the school website and include it in the Student/Parent Handbook.

4) PCAJSCCA shall effectively notify parents or eligible students who are disabled.

5) PCAJ/SCCA shall effectively notify parents who have a primary or home language other than
English.

FERPA and Student Data Privacy Guidelines:

1) Accessing Educational Records:

a) Only school officials with a legitimate educational interest, as defined in this policy, may access
student educational records, whether in digital or paper form.

b) School officials with a legitimate educational interest should only access the parts of a student
educational record necessary to satisfy their legitimate educational interest. A legitimate
educational interest may not apply to the entire student educational record.

c) Employees who access student educational records without a legitimate educational interest will
be subject to subject to disciplinary action, up to termination, and may be reported to appropriate
agencies.

2) Disclosure of Educational Records:

a) Student educational records should only be disclosed to other school officials with a legitimate
educational concern, parents, legal guardians, or legal custodians, as defined in this policy.

b) The Superintendent must approve any non-consent disclosures subject to the Act and 99.31, after
consulting with school legal counsel.

¢) School administrators may disclose directory information, but must first check to ensure no
students whose parents have not opted out of directory information has been included.
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Pataula Charter Academy/Spring Creek Charter Academy
Notification of Rights under FERPA
for Elementary and Secondary Schools

The Family Educational Rights and Privacy Act (FERPA) affords parents/guardians and students over 18 years of age
("eligible students™) certain rights with respect to the student's education records.
*NOTE: Educational records include any health records maintained by the school.

These rights are:
(1) The right to inspect and review the student's education records within 3 business school days of the day the School
receives a request for access.

e Parents or eligible students should submit to the School Principal a written request to review their student’s
complete educational record or that identifies the record(s) they wish to inspect. The School will provide an
electronic copy of the requested records by 5 PM on the 3™ business day following the date of the request.

e  For new students enrolling the school must notify the parent in writing within 5 business days after receiving
the records from prior school(s). Within 5 days after notice, the parent may request a copy of the records
received.

(2) The right to request the amendment of the student’s education records that the parent or eligible student believes are
inaccurate, misleading, or otherwise in violation of the student’s privacy rights under FERPA.

e Parents or eligible students who wish to ask the School to amend a record should write the School principal,
clearly identify the part of the record they want changed, and specify why it should be changed. If the School
decides not to amend the record as requested by the parent or eligible student, the School will notify the parent
or eligible student of the decision and advise them of their right to a hearing regarding the request for
amendment. Additional information regarding the hearing procedures will be provided to the parent or eligible
student when notified of the right to a hearing.

e For new enrolling students, the parent can request a meeting with the Principal with the new and/or old school
for the purpose of correcting content in the records, within five days after receiving a copy of the records, or at a
mutually agreed upon later date.

(3) The right to privacy of personally identifiable information in the student's education records, except to the extent that
FERPA authorizes disclosure without consent. FERPA permits the disclosure of PII from students’ education records,
without consent of the parent or eligible student, if the disclosure meets certain conditions found in § 99.31 of the FERPA
regulations. Except for disclosures to school officials, disclosures related to some judicial orders or lawfully issued
subpoenas, disclosures of directory information, and disclosures to the parent or eligible student, § 99.32 of the FERPA
regulations requires the school to record the disclosure. Parents and eligible students have a right to inspect and review the
record of disclosures. A school may disclose P1I from the education records of a student without obtaining prior written
consent of the parents or the eligible student in the following situations:

¢  One exception, which permits disclosure without consent, is disclosure to school officials with legitimate
educational interests.

o A school official is a person employed by the School 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 person or company with whom the School has outsourced services or
functions it would otherwise use its own employees to perform (such as an attorney, auditor, medical
consultant, or therapist); a parent or student serving on an official committee, such as a disciplinary or
grievance committee; or a parent, student, or other volunteer assisting another school official in
performing his or her tasks.

o Aschool official has a legitimate educational interest if the official needs to review an education
record in order to fulfill his or her professional responsibility.

e Upon request, the School discloses education records without consent to officials of another school district in
which a student seeks or intends to enroll, or is already enrolled if the disclosure is for purposes of the student’s
enrollment or transfer. [NOTE: The school will make a reasonable attempt to notify the parent or student of the
records request.]
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e Schools may disclose, without consent, "directory" information such as a student's name, address, telephone
number, date and place of birth, honors and awards, and dates of attendance. However, parents and eligible
students have the right to opt out of directory information. The opt-out form is included in the Enrollment
Packet. Parents must complete this opt-out form within two weeks of enroliment.

e  Student Directory information will NOT be disclosed to any candidate, campaign, political action committee, or
political organization or person working for those entities. Any non-school employee who is on school property
to apprise students of their right to register to vote, obligation to register for Selective Service, or arranges for or
assists students to do either, must sign a statement attesting that they will not share student director information
with those prohibited persons or entities.

e Toauthorized representatives of the U. S. Comptroller General, the U. S. Attorney General, the U.S. Secretary
of Education, or State and local educational authorities, such as the State educational agency (SEA) in the
parent or eligible student’s State. Disclosures under this provision may be made, subject to the requirements of
8§ 99.35, 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. These entities may
make further disclosures of PIl to outside entities that are designated by them as their authorized representatives
to conduct any audit, evaluation, or enforcement or compliance activity on their behalf, if applicable
requirements are met. (88 99.31(a)(3) and 99.35)

¢ In connection with financial aid for which the student has applied or which the student has received, if the
information is necessary for such purposes as to determine eligibility for the aid, determine the amount of the
aid, determine the conditions of the aid, or enforce the terms and conditions of the aid. (8§ 99.31(a)(4))

e To State and local officials or authorities to whom information is specifically allowed to be reported or
disclosed by a State statute that concerns the juvenile justice system and the system’s ability to effectively
serve, prior to adjudication, the student whose records were released, subject to § 99.38. (§ 99.31(a)(5))

e To organizations conducting studies for, or on behalf of, the school, in order to: (a) develop, validate, or

administer predictive tests; (b) administer student aid programs; or (c) improve instruction, if applicable

requirements are met. (8 99.31(a)(6))

To accrediting organizations to carry out their accrediting functions. (8 99.31(a)(7))

To parents of an eligible student if the student is a dependent for IRS tax purposes. (§ 99.31(a)(8))

To comply with a judicial order or lawfully issued subpoena if applicable requirements are met. (8 99.31(a)(9))

To appropriate officials in connection with a health or safety emergency, subject to § 99.36. (§ 99.31(a)(10))

To an agency caseworker or other representative of a State or local child welfare agency or tribal organization

who is authorized to access a student’s case plan when such agency or organization is legally responsible, in

accordance with State or tribal law, for the care and protection of the student in foster care placement. (20

U.S.C. § 1232g(b)(1)(L))

e To the Secretary of Agriculture or authorized representatives of the Food and Nutrition Service for purposes of
conducting program monitoring, evaluations, and performance measurements of programs authorized under the
Richard B. Russell National School Lunch Act or the Child Nutrition Act of 1966, under certain conditions. (20
U.S.C. § 1232g(b)(1)(K))

(4) The right to file a complaint with the U.S. Department of Education concerning alleged failures by the School to comply
with the requirements of FERPA. The name and address of the Office that administers FERPA are:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-8520
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