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Policy 4304: Student Records and Parental Rights 
 

The Harrison County Board of Education is committed to ensuring the availability of and security of high- 
quality information about the district and its students to guide and inform local decision-making. This policy 
is intended to guide schools and the district in the collection, maintenance, disclosure, and final disposition 
of education data and records and to set the conditions governing privacy protections and access rights for 
parents and students. 

 
4304. 1 GENERAL PROVISIONS 

Harrison County Schools will ensure that all staff are familiar with and adhere to all applicable data security 
and privacy policies including, but not limited to, West Virginia Board of Education Policy 4350 (revised 
2016) and WVBE Policy 2460, the Student DATA Act, West Virginia Department of Education’s Data Access 
and Management Guidance, FERPA, Health Information Privacy Act HIPAA and other applicable regulations 
relating to the security and acceptable use of education records and information systems. 

4304.2 DEFINITIONS: 

“Directory information” includes student name, address, telephone number, email address, 
photograph, date and place of birth, major field of study, dates of attendance, grade level, 
participation in officially recognized activities and sports, weight and height of members of 
athletic teams, indication of “graduate” or “non- graduate,” awards received, and the most 
recent previous educational agency or institution attended. 

“Consent” means the parent/guardian has been informed of the information in this policy in 
his/her native language or other mode of communication, unless it clearly is not feasible to do 
so; the parent/guardian understands and agrees in writing; the parent/guardian understands 
that the granting of consent is voluntary on the part of the parent. 

“Personally identifiable” means that the data or information includes, but is not limited to: 
• the name of the student, the student’s parent or other family member 
• the address of the student or student’s family 
• a personal identifier such as the students’ social security number, student number, 

or biometric record 
• a list of personal characteristics that would make the student’s identity easily 

traceable such as the student’s date of birth, place of birth and mother’s maiden 
name 

• other information that would make the student’s identity easily traceable and would 
permit a reasonable person in the school community to identify a student with 
reasonable certainty 

“Parents” includes legal guardians or other persons standing in loco parentis (such as a 
grandparent or stepparent with whom the child lives, or a person who is legally responsible for 
the welfare of the child). 

“Destruction” means purposeful elimination or removal information so that the student is no 
longer personally identifiable. 



 

“Disclosure” means permitting access or the release, transfer, or other 
communication of education records of the student or the personally identifiable information 
contained therein, orally or in writing, or by electronic means, or by any other means to any 
party. 

“Educational institution” or “educational agency or institution” means any public or private 
agency or institution under the general supervision of the West Virginia Board of Education. 

“School board employees” is a person employed by Harrison County Schools as an administrator, 
supervisor, teacher (including substitute), or support staff member (including health or medical 
staff and law enforcement unit personnel). 

“Education records” means those records directly related to a student and are collected, 
maintained, or disclosed by an educational agency or institution or by a party acting for the 
agency or institution. The term does not include: 

• Records of instructional, supervisory, and administrative personnel and educational 
personnel ancillary to those persons that are kept in the sole possession of the maker 
of the record and are not accessible or revealed to any other individual except a 
temporary substitute. 

• Records of law enforcement personnel, as defined in section 8.1.a. through 8.5.b. of 
WVBE Policy 4350, working with the Harrison County School System. 

• Records created or maintained by a physician, psychiatrist, psychologist or other 
recognized professional or paraprofessional acting in his/her professional capacity or 
in connection with the provision of treatment of the student. 

• Records disclosed to individuals providing treatment, which does not include 
remedial educational activities or activities that are a part of the program of 
instruction of Harrison County Schools. 

4304. 3 PROCEDURES 

A. Only records mandated by the State or Federal government and/or relevant to the 
function of Harrison County Schools will be compiled by board employees. 

B. No one but parents, legal guardians, and authorized school board employees with a 
current data access agreement on file shall have access to the student’s electronic and 
printed educational record without a subpoena or the written permission of the student 
and/or the parent or the legal guardian. 

C. All children may be enrolled provisionally without records but parents are responsible for 
providing required data within a timetable consistent with state code. 

D. Official transcripts of student grades are available through the WVEIS network (GRD.551 
report). The transcript shall reflect the student’s grades, courses, attendance, GPA, and class 
ranking, if appropriate. 

E. A copy of each student transcript shall be filed electronically at the end of each school 
year. 



F. Health records including individual health cards may be kept separate from 
student educational record folder. (Immunization data may be located on the 
student’s individual WVEIS record where available.). 

G. Student educational record folders are to be housed in secure, fireproof 
filing cabinets. 

H. The district shall designate an individual to serve as the WVEIS Contact, who 
serves under the supervision of the Supervisor of Technology and Information 
Systems, to serve as the point of contact and maintain regular contact with the 
West Virginia Department of Education to receive training, information, and 
updates to support data governance and privacy practices within the district. 

I. The district will immediately respond to any data privacy or security incidents 
or breaches and report such incidents to the appropriate authorities, including 
data governance staff at WVDE, for further response and investigation. 

J. The district will regularly offer training or informational sessions to refresh 
staff members’ knowledge of policies and best practices concerning data 
collection, privacy, and security. 

K. Whenever Harrison County Schools administers a survey, analysis or 
evaluation that concerns one or more of the following eight protected areas, 
parents, and students have certain rights: 

1. Political affiliations or beliefs of the student or the 
student’s parents; 

2. Mental or psychological problems of the student or the 
student’s family; 

3. Sex behavior or attitudes; 
4. Illegal, anti-social, self- incriminating or demeaning 

behavior; 
5. Critical appraisals of other individuals with whom 

respondents have close family relationships; 
6. Legally recognized privileged or analogous relationships such 

as those of lawyers, physicians and ministers; 
7. Religious practices, affiliations or beliefs of the student or 

student’s parent; or 
8. Income (other than that required by law to determine 

eligibility for participation in a program or for receiving 
financial assistance under such program.) 

L. Parents have the right to inspect, upon request, a protected information survey 
before the survey is administered or distributed by a school to students. 

M. Harrison County Schools will protect student privacy by keeping confidential the 
individual results of protected information surveys. 

N. Harrison County Schools will also protect student’s privacy by keeping 
confidential any personal information collected from students for the purpose of 
marketing, selling or otherwise providing this information to others for that 
purpose. 



O. Parents have the right to inspect, upon request, any instrument used in the collection 
of personal information before the instrument is administered or distributed to a 
student. This request may be made to the student’s school principal or appropriate 
school official. 
P. Parents have the right to opt their child out of participating in the following activities: 

1. 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. 

2. The administration of any survey containing one or more of the 
eight protected areas of information listed above that is not 
funded in whole or in part by the United States Department of 
Education. 

Q. Parents also have the right to inspect, upon request, any instructional material used as 
part of the educational curriculum for students by contacting the student’s principal or 
appropriate school official. 

R. Harrison County Schools shall give equal, full rights to both parents unless there is evidence 
that there is a court order, state statute, or legally binding document relating to such 
matters as divorce, separation or custody, that specifically revokes those rights. A student 
who has attained eighteen years of age shall be given the rights accorded to and the 
consent required of the parents. 

 
4304.4 STUDENT TRANSFERS IN TO HARRISON COUNTY 

 
A. It is the responsibility of the principal, or his/her designee, to request a student’s 

educational records within fourteen (14) days from the date of a new student’s 
initial enrollment. 

B. Prior parental consent is not required for a county school district to disclose personally 
identifiable information from an educational record of a student to another county 
school district or educational agency, if the other school district or agency has a 
legitimate educational interest in the record. 

C. School officials shall rapidly transfer school records to ensure that the receiving 
agency may timely assess, plan, and implement a program for a student. 

D. School administration will request student records, including disciplinary records 
with respect to suspensions and expulsions pursuant to WV Code 18A-5-1a, for all 
student transfers. 

E. County school districts shall transfer student records relating to students being 
served in the State’s Correctional Institutions to the Department of Education staff 
in such facilities in a forthwith manner. School officials have no legal authority to 
place a lien upon student records. 

F. School officials may not withhold any student’s grades, refuse to promote any 
student, withhold a diploma or transcript or deny any student an education for failure 
to pay moneys owed to the school or the school system. However, the school system 
may take such collection procedures as are provided by law to collect moneys owed 
to the school or the school system. 

 
4304.5 TRANSFERS OUT OF HARRISON COUNTY 



A. Upon request to a public or private school or district in which a student is enrolled or intends 
to enroll, on a full-time or part-time basis when initiated by the parent or the agency, copies 
of all pertinent student records shall be sent to a student’s new school upon written request. 
These records may include, but are not limited to, copies of current transcript, standardized 
test results, birth certificate, immunization records, and current IEP (as applicable). 

B. The district authorizes school administration to forward disciplinary records with respect to 
suspensions and expulsions pursuant to WV Code 18A-5-1a. 
 

4304.6 TRANSFERS WITHIN HARRISON COUNTY 

A. Student folder should be forwarded to the appropriate school. 

 
4304.7 STUDENT RECORD PROCEDURES FOR ELEMENTARY SCHOOLS 

A. Appropriate data shall be entered into the WVEIS system for all incoming students. Updates shall 
be made as necessary in a timely manner. 

B. Creation of a student educational record folder to house educational record shall begin upon a 
student’s initial registration or enrollment in school. 

C. Educational record folders shall be purged (except for the following documents) at the end of the fifth 
grade by the respective elementary school prior to being forwarded to the appropriate middle 
school. 

D. Folders to be forwarded to middle school shall include the following: birth certificate, copy of 
immunization records and appropriate personal health records, copies of standardized test results, 
appropriate special education records including psychoeducational evaluations, eligibility meeting 
reports, 504 and School-Based Assistance Team plans and appropriate documentation (including 
intervention data), English Learner home language survey and LIEP committee form, appropriate legal 
documents related to the student, the student’s WVEIS grade report for grades 1-5, the student’s 
kindergarten grade report. (Student IEPs are not included in general educational record file. A 
separate special education 
file shall house the student’s Individual Education Plans). 

 
4304.8 STUDENT RECORD PROCEDURES FOR MIDDLE SCHOOLS 

 
A. Appropriate data shall be entered into the WVEIS system for all incoming students. Updates 

shall be made as necessary. 
B. Middle schools shall continue to use the student educational record folder as provided by the 

respective elementary school. 
C. A student educational record folder shall be created for any new student upon registration. 

  



 
D. Folders to be forwarded to high school shall include the following: birth certificate, copy of 

immunization records and appropriate personal health records, copies of standardized test 
results, appropriate special education records including psychoeducational evaluations, 
eligibility meeting reports, English Learner home language survey and LIEP committee form, 
504 and School-Based Assistance Team plans and appropriate documentation (including 
intervention data), English Learner home language survey and LIEP committee form, 
appropriate legal documents related to the student, the student’s WVEIS transcript for courses 
taken for high school credit (GRD.511), grade report for grades 6-8. (Student IEPs are not 
included in general educational record file. A separate special education file shall house the 
student’s Individual Education Plans). 

 
4304.9 STUDENT RECORD PROCEDURES FOR HIGH SCHOOLS 

 
A. Appropriate data shall be entered into the WVEIS system for all incoming students. Updates 

shall be made as necessary. 
B. A student educational record folder shall be created for any new student upon registration. 
C. High schools shall continue use of the student educational record folder as provided by the 

middle school. 
D. WVEIS information shall be updated as necessary. 
E. Student folders shall be given to all graduating seniors with a copy of their WVEIS transcript and 

health card. The WVEIS transcript shall also serve as the “Certificate of Proficiency.” 
 

4304.10 ANNUAL NOTIFICATION OF RIGHTS 
 

A. Harrison County Schools shall notify, during the first grading period of each school year, 
parents of students currently in attendance, or eligible students currently in attendance, of 
their rights. 

B. An announcement on the district’s website of a “Notification of Rights Under FERPA for 
Elementary and Secondary Schools” and a “Notification of Rights Under the Protection of 
Pupil Rights Amendment (‘PPRA’).” 

C. The notification, provided in the parents’ primary or home language, will inform parents 
that they have the right to: 

1. Inspect and review the students’ education records and procedures to do so, 
2. The procedure to seek amendment of the student’s education records that the 

parent or guardian believes to be inaccurate, misleading, otherwise in violation of 
the student’s privacy rights 

3. Consent to disclosures of personally identifiable information contained in the 
students’ education records, except to the extent that disclosure without consent 
is permitted for directory information 

4. The procedure for disclosure of education records without consent to officials of 
another school district in which the student seeks to enroll 

5. Notification of rights under IDEA, included in the procedural safeguards, to parents 
of students with exceptionalities 

D. Parents may refuse to allow Harrison County Schools to disclose any or all “directory 
information” upon written notification to Harrison County Schools within ten (10) days 



after receipt of the district’s annual public notice. 

4304.11 RIGHT TO INSPECT AND REVIEW EDUCATIONAL RECORDS 
 

A. Harrison County Schools shall provide parents, upon request, a chart listing the types 
and locations of educational records that are collected, maintained or used by the 
schools. 

B. If the education records of a student contain information on more than one student, the 
parent of the student may inspect and review or be informed of only the specific 
information about that student. 

 
4304.12 FEES 

 
A. Harrison County may charge a reasonable fee to be established by the Superintendent 

of Schools to be charged for copies of educational records made upon the request of a 
parent, legal guardian or eligible student, provided that the fee does not effectively 
prevent the parent, legal guardian or eligible student from exercising the right to inspect 
and review those records. 

B. No fee may be charged to search or retrieve the education records of a student 
C. Any person otherwise entitled shall be allotted two free transcripts. In addition, any 

transcript mailed from a school to a post high school institution shall be free.  
4304.13 REQUEST TO AMEND EDUCATION RECORDS 

 
A. Upon receipt of a completed Request to Amend Education Records form, the 

administration of the school system shall determine whether to amend the educational 
records of the student in accordance with the request. This determination shall be made 
within a reasonable period of time. 

B. If the determination is made to decline to amend records as requested, the school system 
shall inform the parent or legal guardian or the eligible student of the determination and 
of the right to a hearing as provided in WVBE Policy 4350. 

 

4304.14 CONSENT FOR DISCLOSURE 
 

A. Prior Consent for Disclosure– Harrison County Schools shall obtain an “Authorization to 
Release Records and Information” form from the parent or legal guardian of a student or 
the eligible student before disclosing personally identifiable information from the 
education records of a student, excluding “directory information” and the exceptions as 
provided within West Virginia State Board of Education Policy 4350.4304.12.2 

B. Prior Consent for Disclosure Not Required -For records of special education students, 
Harrison County Schools shall maintain, for public inspection, a current listing of the 
names and positions of those employees within the agency who may access personally 
identifiable information. 

C. Record of Disclosure Required to be Maintained – Harrison County Schools shall, for each 
request for access to and each disclosure of personally identifiable information from the 
education records of a student, maintain a record kept with the educational records of the 
student. This section does not apply to: disclosure to a parent of a student or an eligible  
student; disclosure pursuant to written consent when the consent is specific; disclosure to 
school officials; disclosures of directory information; or disclosure to a party seeking or 



receiving the records as directed by a federal grand jury or other law enforcement 
subpoena, pursuant to conditions specified in Policy 4350. 

D. Disclosure of Directory Information – Harrison County Schools may disclose personally 
identifiable information from the education records of a student who is in attendance if it 
has given notice that information has been designated as directory information. The parent 
of the student or the eligible student has the right to refuse to permit the designation of 
any or all of the categories of personally identifiable information with respect to that 
student as directory information by providing written notification to the school principal 
within ten (10) calendar days of the publication date of this notice. 

a. In accordance with Federal and State law, Harrison County Schools shall release 
the names, addresses, and telephone listings of secondary students to a recruiting 
officer for any branch of the United States Armed Forces or an institution of higher 
education who requests such information. Pursuant to WVBE Policy 4350, a parent 
may request in writing that the student’s name, address, and telephone listing not 
be released without prior consent of the parent. The recruiting officer is to sign a 
statement indicating that “any information received by the recruiting officer shall 
be used solely for the purpose of informing students about military service and 
shall not be released to any person other than individuals within the recruiting 
services of the Armed Forces.” 

b. Harrison County Schools may disclose “directory information” on former students 
without student or parental consent, unless the parent or eligible student 
previously submitted a request that such information not be disclosed without 
their prior written consent. 

c. Directory information shall not be provided to any organization for profit- 
making purposes. 

 
4304.15 RECORD OF DISCLOSURE REQUIRED TO BE MAINTAINED 

A. A document will be kept with each education file to indicate the party requesting or obtaining 
personally identifiable information from the education record of a student, date access was 
given, and the legitimate interest of the party requesting or obtaining the information. 
B. The record of disclosures may be inspected by the parent/guardian or by the school official or 
assistants responsible for custody of the records 
C. This record of disclosure does not apply to disclosures to a parent of the student, disclosures 
to school officials, disclosures of directory information, or disclosures to a party seeking or 
receiving the records as directed by a federal grand jury or other law enforcement subpoena 

 
4304.16 MAINTENANCE AND DESTRUCTION OF EDUCATION RECORDS 

A. Directory information may be maintained in perpetuity electronically 
B. Academic grades and attendance records may be maintained in perpetuity electronically 
C. Records to verify implementation of federally-funded programs and services and 
demonstrate compliance must be maintained for five years after the activity is completed 
D. Harrison County Schools is not precluded from destroying education records, subject to the 
following exceptions: 

1. Education records may not be destroyed if there is an outstanding request to inspect 
and review them. 
2. Explanations placed in the education record shall be maintained as long as the record 
of the contested portion is maintained. 
3. Records collected for students with exceptionalities under Policy 2419, 

a. Harrison County Schools shall inform parents when personally 



identifiable information collected, maintained, or used is no longer 
needed to provide educational services to the student 
b. the information must be destroyed at the request of the parents 
c. however, a permanent record of a student’s name, address, and phone 
number, his/her grades, attendance record, classes attended, grade level 
completed, and year completed may be maintained without time 
limitation. 

 
Source: WV Code 29A-3B-1; 18A-5-1a; WVBE Policy 4350; FERPA; IDEA 
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