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PUPIL RECORDS

1. The Chief School Administrator shall maintain a central file on Pupil Records that contains copies of applicable state and federal laws, and district policies and procedures, all of which shall be made available upon parent request.  The Chief School Administrator shall keep this legal reference file current with the law.

2. When the Chief School Administrator is notified that parental rights have been terminated by a court order, the Chief School Administrator shall review the order and make needed notations in the student record about record access by that parent. 

3. When parents, guardians or adult pupils challenge record entries, they must submit their appeal in writing to the Chief School Administrator explaining the specific issue(s) in dispute. Within 10 days of receipt of this notice, the Chief School Administrator or designee shall meet with the parent/adult pupil to review the issue(s) set forth in the appeal and attempt to resolve the conflict. If the matter remains unsatisfactorily resolved, the appeal process as outlined in N.J.A.C. 6:3-6.7(b)-(d) shall be followed.

6. Regardless of the outcome of any appeal, a parent/adult pupil is permitted      to place a statement in the pupil record commenting upon the disputed           record entry or setting forth any reasons for disagreement with the agency     decision.  If the contested portion of the record is disclosed to any party, the   statement commenting upon the information also shall be disclosed to that     party.

7. All requests to review or copy pupil records by persons other than school      personnel approved by the local board of Education or authorized by law, shall be noted in writing by district staff on a specially developed school form, the Pupil Record Request Form, containing information required by law. Each request shall be reviewed by the Chief School Administrator or designee and then filed in the pupil record(s) reviewed. The district’s Pupil Record Request Form satisfies the requirement for a written request.  

8. All record reviews shall take place under the purview of the Chief School Administrator or designee, who is responsible for ensuring that all requested records are supplied, and that the records are not altered, damaged or lost during the review.  The Chief School Administrator or designee also shall provide interpretation of record contents upon request of reviewer during the record review, or without undue delay.

9. Requests for copies of pupil records shall be noted by school staff in              writing using the Pupil Record Request Form. The custodian of records shall reply to all requests promptly and shall grant access or deny the request within seven business days, provided that the record is currently available and not in storage or archived.

10.The district requires that parents or adult students give consent before personally identifiable information is disclosed to anyone other than authorized organizations, agencies and persons.

11.Pupil records shall be maintained in locked file cabinets in order to           ensure the security of these records and effectively limit their access to      non-certified school personnel.  

12.The Chief School Administrator or designee shall require all permitted pupil records of currently enrolled pupils to be reviewed annually by certified school staff to determine the educational relevance. Material no longer descriptive of the pupil or educational is to be deleted from the records and not be recorded elsewhere. Prior notice must be given for educationally classified students in accordance with N.J.A.C. 6A:14. 

13.Pupil Record Retention and Destruction of Currently Enrolled Pupils:  Mandated pupil records of currently enrolled pupils may be destroyed after the information is no longer necessary to provide educational services to a pupil except for 14. c. below.

Such destruction shall be allowed only after written parental or adult pupil notification and permission has been granted, or after reasonable attempts of such notification and reasonable attempts to secure permission have been unsuccessful.

14.Pupil Record Retention and Destruction of Graduated or Permanently            Departed Pupils from the School System: 

a. The parent/adult pupil shall be notified in writing that a copy of the entire pupil record will be provided to them upon request.

b. Information in pupil records, other than that described in c. below, may be destroyed but only in accordance with the Destruction of Public Records Law (N.J.S.A. 47:3-15 et seq). Written parental permission must be granted, or after reasonable attempts at such notification and reasonable attempts to secure permission have been unsuccessful.

c. The New Jersey public school district of last enrollment graduation or permanent departure of the pupil from the school district shall keep in perpetuity a permanent record of a pupil’s name, date of birth, sex, address, telephone number, grades, attendance record, classes attended, grade level completed, year completed, name parents, and citizenship status.

d. No additions shall be made to the record after graduation or permanent departure without prior written consent of the parent or adult pupil.
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