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ACCESS TO STUDENT RECORDS – FERPA 

General Statement:  It is the policy of the School Board that all school district personnel will follow the 
procedures outlined herein as they pertain to the maintenance of student records.  Furthermore, it is the 
policy of the School Board that all school district personnel will follow the provisions of the Family 
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(a) by the prior written consent of the parent/guardian or eligible student; (b) as directory 
information; or (c) under certain, limited circumstance, as permitted by law;  
(3)  The right of a student’s parents/guardians or an eligible student to seek to correct parts of the 



Nashua Board of Education Policy JRA 
 

 

Page 3 of 5 
 

If the principal believes that the record should not be changed, he/she shall:  
 

1.  Provide the requester a copy of the questioned records at no cost;  
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will base its decision solely on the evidence presented at the hearing.  The School Board’s written 
decision will include a summary of the evidence and the reasons for its decision.  
 
If the School Board determines that the student record should be changed or amended, it will direct the 
Superintendent to do so as soon as possible.  The Superintendent will then contact the 
parents/guardians/eligible student for a meeting so they can review and inspect the records to verify that 
they have been changed or amended.  At this meeting, both parties shall sign a document/form stating the 
date the records were changed and that the parent/guardian/eligible student is satisfied with the correction.  
 
The School Board’s decision will be final.    
 
Disclosure of Student Records and Student Information:  In addition to directory information, the 
District may disclose student records and student information without consent to the following parties or 
under the following conditions.  
 

1.  School Officials with a Legitimate Educational Interest.  School officials with a legitimate 
educational interest may access student records.  “Legitimate education interest” refers to school 
officials or employees who need to know information in a student’s education record in order to 
perform the employee’s employment responsibilities and duties.  
2.  Other schools into which a student is transferring or enrolling.  
3.  Officials for audit or evaluation purposes.  
4.  Appropriate parties in connection with financial aid.  
5.  With Superintendent approval, organizations conducting certain studies for, or on behalf of the 
school district.  Student records or student information will only be provided pursuant to this 
paragraph if the study is for the purpose of:  developing, validating or administering predictive 
tests; administering student aid programs; or improving instruction.  
6.  Accrediting organizations.  
7.  Judicial orders or lawfully issued subpoenas.  
8.  Health and safety emergencies.  
 

Maintenance of Student Records and Data:  The principal is responsible for record maintenance, 
access and destruction of all student records.  All school district personnel having access to records shall 
place great emphasis upon privacy rights of students and parents.  
All entries into student records must be dated and signed by the person accessing such records.  
The principal will ensure that all records are maintained in accordance with application retention 
schedules as may be established by law and as listed below: 
 

A. Special Education (see Bureau of Special Education FY’19 Memo #5) – Upon graduation from 
high school, guardians (or adult student) may request, in writing, the destruction of the 
student’s records and final Individual Education Program (IEP) at that time.  Alternatively, they 
may request the records be retained until the student’s twenty-sixth (26th) birthday. 

B. The guardians (or adult student) may, at any time prior to the student’s twenty-sixth (26th) 
birthday provide a written request to the district to retain records until the student’s thirtieth 
30th) birthday. 

C. Absent any requests as noted above, the district will destroy a student’s records and final IEP 
within a reasonable time after the student’s twenty-sixth (26th) birthday, provided that all such 
records are destroyed by the student’s thirtieth birthday.   

D. FERPA does not require cumulative records of regular education students to be maintained.  
NSD will maintain records three (3) years past graduation or separation from the district 

E. NSD should provide parent/guardian or adult student with a written notice of its document 
destruction policies upon student’s graduation with a regular high school diploma or at the 
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transfer of rights or whichever comes first.  NSD will provide public notice of its 
documentation destruction policy annually 

 
Disclosures Made from Education Records:  The District will maintain an accurate record of all 
requests for it to disclose information from, or to permit access to, a student’s education records and of 


