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Ogden Preparatory Academy personnel shall ensure that proper student records are created,
obtained, and maintained in accordance with state, federal, USBE, and OPA policy. Records may
be maintained digitally or physically. Student education records shall contain at a minimum the
birth certificate, immunization records, transcripts, and attendance records. When a student
withdraws from OPA the following shall occur:
e Applicable student records, including the request for records from the receiving
school/LEA, shall be archived according to the OPA retention schedules.

o Ifarequest for records is not received, OPA personnel shall record information
regarding student plans of transfer. Information shall include name and contact
information of informant and expected destination.

e (Copies of records shall be sent to the requesting school/LEA.
e The student information system shall be updated to reflect the appropriate
withdrawal/transfer code and exit date.

Parents/guardians have the right to inspect and review all of their student’s education records
maintained by the School. If the education records of a student contain information on more than
one student, the parent/guardian may inspect and review or be informed of only the specific
information about their student.

e The School will grant a request by a parent/guardian for access to the education records
of their child within a reasonable period of time, but in no case more than forty-five (45)
days after the request has been made.

Parents/guardians may challenge and request the School to amend any portion of their student’s
education record that is inaccurate, misleading or in violation of the privacy rights of the student.

e The School shall consider the request and decide whether to amend the records within a
reasonable amount of time. If the Principal decides not to amend the record as requested,
the Principal shall inform the parent/guardian of the decision and of their right to a
hearing.

e Upon request of a parent or guardian, the School shall provide an opportunity for a
hearing to challenge the content of the Student’s education records on the grounds that
the information contained in the education records is inaccurate, misleading, or in
violation of the privacy rights of the student.

e Such hearing shall be informal and shall be conducted by an individual who does not
have a direct interest in the outcome of the hearing.



e If, as aresult of the hearing, the School decides that the challenged information is
inaccurate or misleading, the record should be amended accordingly and the
parent/guardian informed in writing.

e If, as a result of the hearing, the School decides that the challenged information is not
inaccurate or misleading, it shall inform the parent/guardian of their right to place a
statement in any record, commenting on the challenged information in the record, or
stating why they disagree with the decision. Any such document must remain with the
contested part of the record for as long as the record is maintained, and shall be disclosed
whenever the portion of the record to which the statement relates is disclosed.

The School may not disclose information related to education records without prior parental
consent, except as provided by law. Such exceptions include, but are not limited to disclosures:

e To school officials who have a legitimate educational interest;

e To a person or company with whom the School has contracted to perform a special task;

e To other schools that have requested the records and in which 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;

To individuals who have obtained court orders or subpoenas;

To individuals who need to know in cases of health and safety emergencies;

To officials in the juvenile justice system;

In connection with audit and evaluation of federally or state supported education

programs;

e To the Immigration and Naturalization Service (INS) for foreign students attending
school under a visa; or

e To the Attorney General of the United States in response to an ex parte order in
connection with the investigation or prosecution of terrorism crimes.

The School may disclose directory information for appropriate reasons if it has given parents
annual notice of their right to request that their student’s directory information not be released by
the School.

e The following information relating to students may be declared directory information
from time to time:
0 Name, address, e-mail address, and telephone number;
Date and place of birth;
Major field of study;
Participation in officially recognized activities and sports;
Weight and height of members of athletic teams;
Dates of attendance;
Degrees and awards received,
Most recent previous educational agency or institution attended; and
Photograph
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e The School shall not release directory information to any individual or organization for
commercial use.

The School shall give full rights to student education records to either parent or guardian, unless
the School has been provided with evidence that there is a court order or other legally binding
instrument relating to matters such as divorce, separation, or custody that specifically revokes
these rights.

Confidentiality of Student Information
The School and all employees, volunteers, third party contractors, or other agents of the School
shall protect the privacy of the student and the student’s family through compliance with the

protections established under state and federal law.

The School will provide appropriate training to employees regarding the confidentiality of
student performance data and personally identifiable student information.
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