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STUDENT RECORDS

The Marlborough Public Schools complies with applicable federal and state laws and
regulations pertaining to Student Records. Those laws and regulations are designed to
ensure a parent’s and eligible student’s rights to access, inspect, and to request
amendment of the child’s student record.

The Massachusetts Student Record regulations and the Family Educational Rights and
Privacy Act (FERPA) apply to educational records maintained by a school on a student in
a manner such that he or she may be individually identified. The regulations divide the
record into the transcript and the temporary record.

The transcript includes only the minimum information necessary to reflect the student's
educational progress. This information includes name, address, course titles, grades,
credits, and grade level completed. The transcript is kept by the school system for at least
sixty (60) years after the student leaves the system.

The temporary record contains the majority of the information maintained by the school
system about the student. This may include such things as standardized test results, class
rank, school sponsored extra-curricular activities, and evaluations and comments by
teachers, counselors, and other persons. The temporary record is destroyed no later than
seven (7) years after the student leaves the school system.

The following is a summary of major parent, guardian and student rights regarding their
student records:

Inspection of Record - A parent, or a student who has entered the ninth grade or is at
least fourteen (14) years old, has the right to inspect all portions of the student record
upon request. The record must be made available to the parent or student within ten (10)
days of the request, unless the parent or student consents to a delay. In the event the
parent/student requests copies of a student record, the District may charge the
parents/student for said copies at the District rate. The eligible student or parent shall
have the right upon request to meet with professional qualified school personnel to have
any of the contents of the student record interpreted.

Confidentiality of Record - With a few exceptions, no individuals or organizations but the
parent, student, and authorized school personnel are allowed to have access to
information in the student record without specific, informed, written consent of the parent
or the student.
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Amendment of Record - The parent and student have the right to add relevant
comments, information, or other written materials to the student record. In addition, with
limited exception under state and federal law, the parent and student have the right to
request that information of the record be amended or deleted. The parent and student
have a right to a conference with the school principal to make their objections known.
Within a week after the conference, the principal must render a decision in writing. If the
parent and student are not satisfied with the decision, the regulations contain provisions
through which the decision may be appealed to higher authorities in the school system.

Directory Information - Federal law requires that the District release the names,
addresses and telephone listings of students to military recruiters and institutions of higher
education upon request for recruitment and scholarship purposes without prior consent. In
addition, the District may release the following directory information about a student
without prior consent: a student’s name, address, telephone listing, date and place of birth,
major fields of study, dates of attendance, weight and height of members of athletic teams,
class participation in officially recognized activities and sports, degrees, honors and
awards, post-high school plans and directory information such as homeroom assignments.
However, in all instances, parents may request that such directory information not be
released without prior consent by notifying their school building office in writing by the end
of September of each school year.

Destruction of Records - The regulations require that certain parts of the student record,
such as the temporary record, be destroyed a certain period of time after the student
leaves the school system. School authorities are also allowed to destroy misleading,
outdated, or irrelevant information in the record from time to time while the student is
enrolled in the school system. Before any such information may be destroyed, the parent
and student must be notified, and have an opportunity to receive a copy of any of the
information before its destruction.

Transfer of Records — In accordance with 603 CMR 23.07(4)(g), it is the practice of the
Marlborough Public Schools to forward the student record of any student who seeks or
intends to enroll, or already has enrolled in another public-school district, if the disclosure
is for purposes of the student’s enrollment or transfer. The parent or eligible student has
the right to receive a copy of the school record that is forwarded to the new school.

Non-Custodial Parents - Unless there is a court order to the contrary, a non-custodial
parent (parent without physical custody of the student) of any public-school student has
the right, subject to certain procedures, to receive information regarding the student’s
achievements, involvement, behavior, etc. A non-custodial parent who wishes to have this
information shall submit a written request annually to the child’s school principal. Upon
receipt of such a request, the principal shall send written notification to the custodial parent
by certified and first-class mail that the records and information will be provided to the non-
custodial parent in twenty-one (21) calendar days unless the custodial parent provides
documentation of the non-custodial parent’s ineligibility to access such information. In all
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cases where school records are provided to a non-custodial parent, the electronic and
postal address and other contact information for the custodial parent shall be removed
from the records provided. Any such records provided to the non-custodial parent shall be
marked to indicate that they may not be used to enroll the student in another school. Upon
receipt of a court order that prohibits the distribution of information pursuant to M.G.L. c.
71, 834H, the school will notify the non-custodial parent that it shall cease to provide
access to the student record to the non-custodial parent. M.G.L. ¢.71, 834H, 603 CMR
23.07.

Third Party Access - Authorized school personnel, to include: (a) school administrators,
teachers, counselors and other professionals who are employed by the school committee
or who are providing services to the student under an agreement between the school
committee and a service provider, and who are working directly with the student in an
administrative, teaching, counseling, and/or diagnostic capacity; (b) administrative office
staff and clerical personnel, employed by the school committee or under a school
committee service contract, and whose duties require them to have access to student
records for purposes of processing information for the student record; and (c) the
Evaluation Team which evaluates a student, shall have access to the student record of
students to whom they are providing services, when such access is required in the
performance of their official duties. The consent of the parent or eligible student shall not
be necessary.

Complaints - A parent or eligible student has a right to file a complaint with the Family
Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue SW,
Washington, D.C. 20202-5901, (202) 260-3887 or with the Massachusetts Department of
Education, 350 Main Street, Malden, MA 02148, (781) 338-3300. If you have any
guestions regarding this notice or would like more information and/or a copy of the
Massachusetts Department of Education Student Record Regulations, please contact the
building principal.
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