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PREFACE 

In 1974, Congress passed and the President signed the Family Educational Rights 
and Privacy Act codified at 20 U.S.C. § 1232 g. The Act protects the accuracy and 
privacy of information contained in students' educational records.  

The primary purpose of this revised document is to provide guidance to those who 
create, maintain, review, or request access to student educational records.  
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I. DEFINITIONS 

A.  Educational records are defined as those records, files, documents, computer 
 media, and other materials which contain information directly related to 
 students and maintained by an educational agency or institution or by a person 
 acting for such an agency or institution. 
 
 

This description is all inclusive, EXCEPT for:  

1. Records of instructional, supervisory, and administrative personnel and 
 educational  personnel ancillary thereto which are in the sole possession 
 of the maker thereof and which are not accessible or revealed to any 
 other person except a substitute.  

 
2. Records maintained by a law enforcement unit of the educational agency 
 or institution that were created by that law enforcement unit for the 
 purpose of law enforcement. 

  
3. An employment record of persons who are employed by an educational 
 agency or institution but who are not in attendance at such agency or 
 institution, made or maintained in the normal course of business which 
 relates exclusively to such person in the individual's capacity as an 
 employee, and are not available for use for any other purpose.  

 
4. Records created or maintained by a physician, psychiatrist, psychologist,            

or other recognized professional or paraprofessional acting  in his or her 
professional or paraprofessional capacity, or assisting in that capacity, that 
are created, maintained, or used only in connection with the provision of 
treatment to the student and that are not available to anyone other than 
persons providing such treatment.  However, such records shall be open 
to a physician or other appropriate professional of the student’s choice 
[see 1002.22(2)(c)]. 

 

B. Parent is defined as either or both natural parents, any guardian, or any other 
person who is in a parental relationship to a child or who is exercising 
supervisory authority in place of a parent over a child of public school age.  

C. Eligible student is defined as any student or former student who has attained 18 
years of age or is attending an institution of postsecondary education, except in 
those cases when an individual’s majority rights have been limited by court order 
and a copy of said order has been placed in the student’s cumulative records.  

D. Certified transcripts or permanent records are copies of Category A 
information which bear the school seal and the signature of the appropriate 
school official. Electronic records transferred through the Florida Automated 
System for Transferring Educational Records (FASTER) system are certified 
records. 
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E. School official is defined as a person employed by the district as an 
administrator, supervisor, instructor, or support staff member (including health or 
medical staff and law enforcement unit personnel).  

F. Directory Information includes the student’s name, address, telephone number 
if it is a listed 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, date of attendance, degrees and awards received, and most 
recent previous educational agency or institution attended by the student.  

 
II. CUMULATIVE RECORDS 

A student’s educational record is comprised of the electronic data maintained in the 
Integrated Student Information System (ISIS), Vocational Adult Community System 
(VACS) and hard copies of information placed in the cumulative records and in other 
centrally located files.   

A. Purpose and Content  

To provide professional personnel with a longitudinal student information system, 
and to facilitate the instruction, guidance, and educational progress of students, 
cumulative records shall be maintained for each student upon entrance into 
Miami-Dade County Public Schools (M-DCPS) according to the rules herein.  

All cumulative records and any other information relative to students are 
maintained under the custodial care of the principal and shall be kept current. 
Information contained in these records shall be classified as follows:  

1. Category A - Permanent Information: Verified information of clear 
educational importance which shall be retained forever for students in PK-
12 and adult/vocational students enrolled in high school completion 
programs or vocational programs of 450 hours or more. Category A 
information is contained in the permanent record and consists of the 
following student information:  

  a. pupil’s or student’s full legal name;  
  b. authenticated birth date, place of birth, race, and sex;  
  c. last known address of pupil or student;  
  d. names of pupil’s or student’s parent(s) or guardian(s);  
  e. name and location of last school attended;  
  f. number of days present and absent, date enrolled, date withdrawn;  
  g. courses taken and record of achievement, such as grades, units or  
   certification of  competence;     
  h. date of graduation or date of program completion; and  
  i. Record Access Card 
 
 2. Category B - Temporary Information: Verified information of clear 
educational importance which may be destroyed five (5) years after the student or 
his/her class graduates. The Department of Records and Forms Management should be 
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contacted prior to the destruction of any records. Category B information may include, 
but is not limited to: 
 

a. health information;  
 
 b. family background data;  
 
 c. standardized test scores; 
  
 d. educational and vocational plans;  
 
 e. disciplinary records; 
  
 f. grade change forms; 
 
          g. personal attributes;  
 
          h. honors and activities; 
  
 i. work experience, including employer ratings, if a part of an educational  
  program; 
  
           j. teacher/counselor comments;  
 
          k. plans, reports, and evaluations of student services and exceptional   
  student staffing committees, such as the Individual Education Plan (IEP)  
  and documents showing the reason and date for each student’s entry into  
  and/or withdrawal from exceptional student program;  
 
           l. correspondence from community agencies or private professionals; 
  
          m. driver education certificates; 
  
          n. lists of schools attended; 
  
          o. written agreements of corrections, deletions, or expunctions as a result of  
  meetings or hearings to amend educational records; and 
  
          p. plans, reports, and evaluations of limited English proficient students, such  
  as the Limited English Proficient (LEP) Plan  and documents showing the  
  reason and date for  each student’s entry into and/or withdrawal from the  
  LEP program. 
 
Some of the information classified as Category B could be noted directly in the 
cumulative records. In other cases information is to be recorded and maintained on a 
specific type of form. Examples are the School Health Record and the Standardized 
Test Record Card. The Official Forms Index of the Department of Records and Forms 
Management contains detailed information on the types of forms available for use in 
maintaining cumulative records.  
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B. Storage and Security  

The file cabinets containing cumulative records should be placed in a location 
where they are secure from general scrutiny, but where they are accessible to 
authorized personnel for use on a regular basis. Copies of student educational 
records housed at locations other than the school must also be kept in a secure 
area to maintain maximum privacy. A system for recording the name, date, and 
time that a cumulative record is removed from the file should be implemented.  

Only authorized employees of M-DCPS are allowed to access and use M-DCPS 
computer systems. Each authorized employee is responsible for understanding 
and conforming to the following regulations:  

1. The personal employee password is known only to the individual 
 employee.  

 
2. Each authorized employee is responsible for establishing and changing 
 the personal  password and for maintaining its secrecy.  

 
3. Revealing this password to another individual is not permitted 

pursuant to the PASSWORD NON-DISCLOSURE STATEMENT. A 
response agreeing to the stated conditions must be entered by all system 
users prior to system authorization of an employee password. (See page 
36).  

 
When an authorized employee has been cleared through the security screen and has 
accessed any one of the M-DCPS computer systems, activity performed by the 
individual is recorded by the computer. Should any unauthorized use or misuse of the 
system or data occur, the employee will be held accountable, which could result in 
dismissal.  

An employee allowing access to any system through revealing a personal password, or 
by allowing another person to perform any activity by “signing on” with a personal 
password WILL BE HELD ACCOUNTABLE IN THE MANNER DESCRIBED ON THE 
NONDISCLOSURE STATEMENT.  
 
C. Transfer of Cumulative Records  

1. In the PK-12 program, Cumulative Record Folders for individual 
students are to be  transferred upon the official request of a receiving 
Miami-Dade County Public School (M-DCPS) or an M-DCPS - sponsored 
charter school.  All educational records, including psychological 
evaluations, are to be included in the transfer. 

  
2. Cumulative Record Folders of groups of students promoted or 

transferred are to be sent in bulk to the receiving school as soon as 
possible, but no later than ten (10) school days after the close of the 
grading period. Computer-generated transmittal lists must be included with 
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all Cumulative Record Folders. Transmittal lists must be ordered by the 
receiving school. Copies for both receiving and sending schools are 
forwarded automatically.  If a student fails to appear in the receiving 
school, his/her Cumulative Record Folder and all registration materials 
are to remain at the  receiving school. 

  
3. The original Cumulative Record Folder and its contents are not to be 

transferred to any private or out-of-county school.  
 
4. An official copy of Category A - Permanent Information is transferred 

immediately  upon receipt of an official request from a private or out-of-
county receiving school. Copies of Category B - Temporary Information, 
types a, c, e, k and p as listed in  subpart II, section A.2, must also be 
sent.  Copies of other types of Category B - Temporary Information 
should be forwarded, if requested. Disciplinary records regarding any 
suspensions or expulsions must be sent to any private or public 
elementary or secondary school for any student who is enrolled or  seeks, 
intends, or is instructed to enroll on a full-or part-time basis.  

 
5. An official request for transfer of records from a recognized receiving 

school will be considered sufficient evidence of the parent’s knowledge of 
the transfer of records and no signed release will be required.  However, 
since all school systems may not be in compliance with this aspect of the 
law, it is recommended that, in order to facilitate the receipt of records, an 
appropriately signed release document provided in English, Spanish, and 
Haitian Creole (see pages 20-22) be completed when registering any out-
of-county student.  

 
6. Release forms are not required to send transcripts to recognized 

postsecondary educational institutions, if sent in response to an official 
request from the institution, or if sent by the senior high school along with 
the student’s application for admission.  

 
7. The transfer of records should be made immediately upon receipt of a 

proper request. Under no condition shall the transfer of a student’s records 
be delayed or denied for failure to pay a fine or fee assessed by the 
school.  

 
8. Official requests for either transcripts (grades 9-12) or permanent records 

(grades PK- 12) from institutions outside the FASTER system must be 
logged on the appropriate  ISIS-Course Transfer and Credit Evaluation 
System request screen with the receiving institution’s name and state.  

 
  Requests for transcripts or permanent records sent through the FASTER  
  system are automatically logged.  Log entries may be viewed via the ISIS- 
  Course Transfer and Credit Evaluation System-FASTER system’s Single  
  Student History screen.  
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III. PERIODIC REVIEW OF RECORDS 

A. To assure the students’ records are not inaccurate, misleading, or 
otherwise in violation of the privacy or other rights of the students, and to 
provide an opportunity for the correction or deletion of any inaccurate, 
misleading, or inappropriate data, the principal shall be responsible for 
establishing appropriate procedures for the periodic review of personal 
data collected on each student.  

B. The principal, when he/she believes that material in a student’s record is 
inaccurate, misleading, or otherwise in violation in the privacy of other 
rights of the student, shall be responsible for amending the material in 
question. When meeting this directive, the principal must also comply with 
the requirements described in VII, sections B, C and G on pages 14, 15 
and 16.  

C. Copies of student educational records are sometimes maintained in 
locations other than the school.  In those cases, the principal is to consult 
with the appropriate administrator prior to making a decision on the 
amendment or destruction of records. When the decision has been made, 
the principal shall have the responsibility to inform the person(s) in charge 
of the records at the location(s) where copies are maintained so that all 
information is consistent.  

D. Procedures for the disposition/destruction of records in accordance with 
Chapters 119 and 257, Florida Statutes, and Chapter 1B-24, Florida 
Administrative Code, are as follows:  

1. A Records Retention Schedule for the Miami-Dade County Public 
Schools Educational Centers, approved by the Division of Library 
and Information Services (Florida Department of State) and made 
available to all schools and appropriate work sites by the District’s 
Department of Records and Forms Management, should be used 
by the principal or work site administrator as a guideline in 
determining what records are eligible for destruction.  

 
2. Since the Records Retention Schedule does not authorize the 

destruction of records, a  Records Disposition Request must be 
submitted to the District’s Department of Records and Forms 
Management for approval.  Refer to the M-DCPS General Records 
Schedule and Disposition Guide for School and Administrative 
Sites for details concerning eligible destruction dates. This 
document is available from the Department of Records and Forms 
Management.  

 
3. Records may be disposed of within the inclusive dates specified in 

the M-DCPS General Records Schedule and Disposition Guide for 
School and Administrative Sites while observing procedures and 
reporting requirements of the Department of Records and Forms 
Management.  
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4. Proper disposal care must be given to the records which are either 

confidential or sensitive in  nature.  The principal is responsible for 
following approved disposal requirements for such records.  Direct 
all inquires to the Department of Records and Forms Management 
before any disposal action is begun.  

 
E. Miami-Dade County Public Schools will maintain a listing of the types of 

Category A and B educational records pursuant to Rule 6A-1.0955, State 
Board of Education Rules. The procedures for the maintenance of student 
records are distributed to all schools on a yearly basis by the Division of 
Student Services.  For such information contact:  

Division of Student Services 
Miami-Dade County Public Schools 
1500 Biscayne Blvd., Suite 341 
Miami, Florida 33132 
http://www.studentservices.dadeschools.net 

IV. PUBLIC NOTIFICATION 

Each school must provide to parents and eligible students annual notification of their 
right to inspect and review student educational records. The notification should be 
distributed at the beginning of the school year and must be available in the language of 
the parent or eligible student. A sample letter, for use in the PK-12 program, in English, 
Spanish, and Haitian Creole (see pages 26-28) has been provided; however, the exact 
nature of the letter and the procedures for its delivery may be determined by the 
principal.  

Regardless of the form and style of the notification, the following points must be 
included:  

A. A description of the limits placed on access to student educational records.  

B. The procedures established for parents and eligible students to have access to 
the records for inspection and review.  

C. The provision and condition for the right and the waiver of access.  

D. The procedures established for challenging the content of educational records.  

E. Notification of the right to file a complaint with the Family Policy Compliance 
Office and the address of that office.  

F. Notification of the right to obtain a copy of the official policy of Miami-Dade 
County Public Schools pertaining to the Family Educational Rights and 
Privacy Act.  

G. The categories of information designated as “directory information” (see VI, 
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section A, page 9-10). In this regard, notification must also be made that the 
parent or eligible student will be given a reasonable period of time to inform the 
institution that a part or all the “directory information” should not be released 
without the appropriate prior consent. The objection should be noted by flagging 
the record on the ISIS - Student Information - Miscellaneous Information screen 
through the “Unsolicited Literature” flag or on the VACS – Student Information – 
biographical screen.  Provisions for granting requests for lists of “directory 
information” data must also be included. 

H. The conditions under which the rights accorded to the parents are transferred to 
the students. (See V, section C, page 8). 

V.  PARENT AND ELIGIBLE STUDENT ACCESS TO EDUCATIONAL RECORDS 

A. Parents of students and parents of former students of any state or local 
educational agency or institution, preschool through higher education, have the 
right to “inspect and review” all educational records directly related to their 
children under 18 years of age.  

B. A parent or eligible student may waive the right of access to confidential and 
other kinds of information contained in a student’s educational records, provided:  

1. the parent or eligible student is informed that a waiver of access is optional 
and cannot be required by the institution for any purpose;  

 
2. the parent or eligible student, upon request, is given the names of all 

individuals submitting confidential documents; 
  

3. the parent or eligible student is informed that documents which are obtained 
through waiver of access will be used only for the purpose for which the 
documents were specifically intended; and  

 
4. the parent or eligible student is informed that the waiver may be revoked at 

any time  for actions occurring subsequent to the revocation.  
 
The waiver is obtained by having the parent or eligible student read and sign the Waiver 
of the Right of Access form (see pages 23-25).  Revocations of access right waivers are 
obtained in the same manner.   

A waiver of the right of access is to be sought only for those documents otherwise 
unobtainable and for which the appropriate school official determines a necessary use.  

C. Whenever a student or former student becomes eligible, the consent required of 
and the rights accorded to the parents of the student should thereafter only be 
required of and accorded to the student.  However, an exception does exist in the 
right of access to the parents of eligible students, as described in VI, section I, 
page 12.  



9 
 

D. Each principal is to identify persons who are readily accessible in the school 
office to become familiar with the provisions of this document, Student 
Educational Records, and be available, when requested by a parent or eligible 
student, to explain and interpret information contained in educational records 
when those records are being reviewed.  

E. In case of separation or divorce, M-DCPS shall give full rights under the law to 
either parent, unless the agency or institution has been provided with 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 these 
rights.  If the school is notified of a separation or divorce, the principal must 
notify the parent with whom the child resides that the student records will be 
released to the other parent ten (10) days after receipt of the request unless the 
parent with whom the child resides provides such evidence or a court order 
prohibiting the release.  (See sample letter, pages 29 – 31) 

F. A stepparent has all record access rights granted to a parent (See page.1 for 
definition) when the parent authorizes the release of such records, in writing.  

G. If any material or document in the educational record of a student includes 
information on more than one student, the parent or eligible student seeking 
access will have the right to inspect and review only those parts that relate to 
said student or to be informed of the specific information contained in such 
material.  

H. Compliance with a request to inspect and review a student’s educational record 
should be effected as quickly as administratively feasible; under no 
circumstances should the time exceed thirty (30) calendar days after the request 
has been made.  The review process should be monitored at all times by an 
authorized staff member.  

I. Once a request for access has been made by the parent or eligible student, 
information cannot be amended or destroyed until after the person making the 
request has had an opportunity to review the information.  

J. The principal has responsibility for all educational records maintained in the 
school which may be housed in locations other than the Cumulative Record 
Folder. It shall be the responsibility of the principal or the principal’s designee to 
gather a student’s educational records from the various locations within the 
school when a review is requested.  

K. In order to further clarify and publicize the contents of this document, the 
statements contained on page 36 must be posted in all offices and locations in 
which parent conferences may be held.  
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VI. RELEASE OF INFORMATION 

Access to any student educational record or the release of any personally identifiable 
information without the written consent of the parent or eligible student is prohibited.  
The consent must contain the reason for the release; the specific records to be 
released; and to whom the records are being released.  (See pages 20-22). The signed 
and dated approval must be maintained in the student’s cumulative record.  A verbal 
request from a parent or eligible student for the transfer of records to a third party must 
be recorded on a properly completed release document.  (See IX, page 17 and pages 
20-22). Personally identifiable information may be transferred to a third party only on the 
condition that it will not be released to any other parties without obtaining the consent of 
the parent or eligible student.  However, the following categories are exempt from the 
above prohibition:  

A. Directory information, (See the definition of directory information, page 2.), may 
be released without prior consent to colleges and other educational institutions, 
any agency, or organization approved in advance by the principal after a 
determination that the agency or organization is providing or supporting a school-
related service or function, unless a parent or eligible student has notified M-
DCPS in writing through the “opt-out” process that they do not wish the 
information released.  (See Directory Information Opt-Out Form, pages 39-41).  
In addition, two federal laws require M-DCPS to provide military recruiters, upon 
request, with three directory information categories - names, addresses and 
telephone listings - unless parents have advised M-DCPS through the “opt-out” 
process that they do not want their student’s information disclosed without their 
prior written consent.  The school must verify that a written request to withhold 
any or all of the directory information is on file at the school site.  The Directory 
Information Opt-Out Form is to be used for this purpose. (See pages 39-41).  The 
Directory Information Opt-Out Form and the Parent Notification Letter (see pages 
39-41 and pages 26-28) are to be given to parents on a yearly basis. Notification 
of parental objection to release “directory information” must become a part of the 
computer file by flagging the record on the (ISIS) Student Information-
Miscellaneous Information screen, “Unsolicited Literature” flag or the VACS - 
Student Information - biographical screen and remains intact until the parents 
revoke the opt-out status.  The Directory Information Opt-Out Form is to be 
placed in the student’s cumulative record folder.  

B. School officials, defined as employees of Miami-Dade County Public Schools, 
who have a legitimate educational interest in the welfare of the students.  Only 
those officials who are actually involved in making an educational decision 
about the student are to have access to records, and then only those records that 
are germane to the issue.  

C. Access by "Other School Officials."-- Joint agreements, which provide for the 
exchange of information about students, may be negotiated with the Miami-Dade 
County Public Health Department, the Florida Department of Health, The 
Children’s Trust, Miami-Dade County Early Learning Coalition, the Florida 
Department of Children and Families, and other agencies in specific 
circumstances where agency personnel have a legitimate educational interest in 
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students jointly served, and brought to the School Board for approval, and such 
agency personnel are therefore designated by the Board as "other school 
officials" who may have a "legitimate educational interest" in student records 
information, pursuant to the Board’s authority under 34 C.F.R. § 99.31(a)(1); 34 
C.F.R. § 99.7(3)(iii); and Fla. Admin. Code R. 6A-1.0955(6)(h). 

1. As required Fla. Stat. § 1002.22(3)(d)2, the agreement with such 
agencies shall specify that the agency shall impose safeguards to limit 
access only to those personnel "who have legitimate educational 
interests in the information contained in the records." Legitimate 
educational interests are defined as the need to review an education 
record in order to fulfill the employee’s professional responsibilities and 
complete job duties in performing an official task that requires access 
to information in the education records of students jointly served. 

2. Moreover, pursuant to State Board of Education Rule 6A-
1.0955(6)(g), such inter-agency agreements shall allow personally-
identifiable student information to be disclosed to such agencies "only 
on the condition that the party to whom the information is disclosed 
shall not disclose the information to any other party without prior 
written consent of the adult student or the parent or guardian of the 
pupil, as appropriate. 

 

3. Pursuant to the Board’s authority under 34 C.F.R. § 99.31(a)(1); 34 
C.F.R. § 99.7(3)(iii); and Fla. Admin. Code Rule 6A-1.0955(6)(h), the 
School District hereby designates "other school officials" who shall be 
deemed to have a "legitimate educational interest" in student records 
information. 

a. The Board designates such "school officials" to include an 
administrator, supervisor, instructor, or support staff member 
(including health or medical staff, school police, a university student 
who is placed in a school under a Professional Development 
School Partnership or student-teaching internship), or a School 
Board member, who needs to access student records information 
for a legitimate educational interest. 

 

b. "Other school officials" shall also include pursuant to an 
information- sharing agreement as stated above, persons such as: 
the School District’s health care partners, including providers of 
Health-Connect, and other governmental and social agencies jointly 
serving students, to the extent student records information is 
needed to provide and/or evaluate health services and 
governmental/social services to students and after a determination 
is made about what types of data will be shared and their uses; a 
person or company with whom the school has contracted or 
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partnered to perform a professional service (such as an attorney, 
auditor, nurse, psychologist, medical consultant, or therapist under 
contract with the School District); or an official of a charter school of 
this School District (to access name/address mailing labels of 
School District students to the extent legitimately needed for 
recruiting purposes and only upon agreement not to disclose the 
information to third parties. 

 
 
D. Officials of other schools or school systems in which the student seeks to enroll.  

This includes the Department of Corrections, which has the responsibility for 
providing educational services to school-aged students assigned to adult 
educational facilities. The provisions of this condition are outlined in II, section C, 
pages 4-5.  

E. The United States Secretary of Education, and Director of the National Institute 
of Education, the Assistant Secretary of Education, the Comptroller General of 
the United States, The Attorney General of the United States, state and local 
educational authorities who are authorized to receive such information subject to 
the conditions set forth in the applicable federal statutes and regulations of the 
U.S. Department of Education or in applicable Florida Statutes and rules of the 
State Board of Education.  

F. In connection with a student’s application for and/or the receipt of financial aid.  
This includes information to the Social Security Administration and various 
welfare agencies as well as colleges and universities.  

G. Individuals or organizations conducting studies for or on behalf of an institution or 
a board of education for the purpose of developing, validating, or administering 
predictive tests, administering student aid programs, or improving instruction, if 
the studies are conducted in a manner which will not permit the personal 
identification of students and their parents by the individuals or organizations 
conducting the studies. The information obtained will be destroyed when no 
longer needed.  

H. Accrediting organizations; in order to carry out their accrediting functions.  

I. Parents of an eligible student, if the student is still considered a dependent by the 
Internal Revenue Service, for income tax purposes. If there is any question on 
the part of the school official as to the dependency status of an eligible student, 
the parent may be required to provide an affidavit to that effect.  

J. In connection with health and safety emergencies.  In these cases the following 
must be considered by the principal or designee prior to the release of 
information:  

1.  Serious threat to the health or safety to the student;  
 

2.  The need for the information to meet the emergency;  
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3.  Whether the parties to whom the information is disclosed are in a position  

  to deal with the emergency; and 
  

4.  The extent to which time is of the essence in dealing with the emergency.  
 

K. State and local officials to whom such information is specifically allowed to be     
reported or disclosed pursuant to Florida Statutes if:  

1.  The disclosure concerns the juvenile justice system and its ability to 
 effectively serve, prior to adjudication, the student whose records are 
 released; and  

 
2.  The officials/authorities to whom such information is disclosed certify in 

 writing that the information will not be disclosed to any other party,  except 
 as provided under Florida law, without the written consent of the 
 student’s parent.  

 
L. Legal authorities seeking information in compliance with an order of a court of 

competent jurisdiction or a lawfully issued subpoena.  When a COURT ORDER 
OR SUBPOENA is received, the following procedures must be followed:  

1. READ the subpoena or court order. If any questions arise, please contact 
the School Board Attorneys office at 305 995-1304.  

 
2.  If it is a federal grand jury subpoena in which the court orders, for good 

 cause shown, the educational agency or institution not to disclose to 
 any person the existence or contents of the subpoena or any 
 information furnished to the grand jury in response to  the subpoena, the 
 school shall comply with the subpoena without giving notice to the 
 parent. 

 
3.  If it is a subpoena issued for a law enforcement purpose in which the court 

 or other issuing agency orders, for good cause shown, the educational 
 agency or institution not to disclose the existence or contents of the 
 subpoena or any information furnished in response to the subpoena, the 
 school shall comply with the  subpoena without giving notice to the 
 parents.  

 
4. For all other subpoenas or court orders for the release of student records 

which do not prohibit disclosure, the school must first send a letter to the 
parent or eligible student giving notification of the subpoena or court order 
and giving a reasonable time to the parent in the event that the parent 
wishes an opportunity to prevent the release of records. (See sample 
letter of notification on pages 32-34). If a certified copy of a court order 
prohibiting the release of the student’s records is not received within a 
reasonable time, the school shall comply with the subpoena or court order.  
a. It is not sufficient that the parent, eligible student, or attorney 
 merely call or write  to the school to prevent the release of records.  
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 The parent or eligible student must obtain a certified copy of a 
 court order preventing the release of records and provide same 
 to the school.  
 
b. A copy of the court order or subpoena and the written notification to 

the parent or eligible student shall be placed in the student’s 
cumulative record.  

 
 c.  If a court order or subpoena requires no disclosure of or consent for 
  the release of records, then no record is to be kept on the Record  
  of Access Card.  Additionally, a copy of the court order or   
  subpoena is not to be placed in the student’s Cumulative Record  
  Folder. The principal should maintain such subpoenas separately in 
  the principal’s office.  

 
M. Appropriate officials for use in expulsion hearings.  

N. The Auditor General of the State of Florida in connection with official functions; 
however, except when the collection of personally identifiable information is 
authorized by law, any data collected by the Auditor General shall be protected in 
a way that will not permit the personal identification of students and their parents 
by persons other than staff from the Auditor General’s office.  The data will be 
destroyed when no longer needed by the Auditor General’s official use.  

O. Credit bureaus, in connection with an agreement for financial aid which the 
student has executed, provided that such information may be disclosed only to 
the extent necessary to enforce the terms or conditions of the financial aid 
agreement.  Credit bureaus shall not release any information obtained pursuant 
to this paragraph to any person.  

P. School readiness coalitions and the Florida Partnership for School Readiness in 
order to carry out their assigned duties.  

 In cases where information is developed or summarized from any of the contents 
of a student’s educational record (e.g., court letters), a copy of that information 
and a statement of the purpose for which it was intended must be filed as a part 
of the student’s educational record.  

The appropriate person, as described herein, may obtain copies of information 
contained in a student’s educational record, but under no circumstances, except 
in the case of the court reporter when the records are subpoenaed, is the original 
educational record, or part thereof, to be removed from the control of the school 
official.  

Questions regarding legitimacy of requests for release of personally identifiable 
information,  including “directory information,” should be directed to the Division 
of Student Services.  
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VII. RIGHT TO CHALLENGE THE CONTENTS OF SCHOOL RECORDS- 
HEARING PROCEDURES 

A parent has the right of access for the inspection and review of a student’s educational 
record. The parent shall also have an opportunity for an informal hearing to challenge 
the content of said record, if it is thought to be inaccurate, misleading, or otherwise in 
violation of the privacy or other rights of the student. The right includes an opportunity 
for the correction or deletion of any such inaccurate, misleading, or otherwise 
inappropriate data contained therein.  

Schools may attempt to meet the intent of this subpart through informal meetings and 
discussion; however, when such informal proceedings are not satisfactory to either the 
school or the parent, the following procedures are to apply:  

 A. Upon being requested, verbally or in writing, by a parent to amend certain 
 portions of a  student’s record as inaccurate, misleading, or otherwise 
 inappropriate, the principal of the school shall ascertain, verbally or in writing, 
 what particular document(s) or items(s) contained therein is/are objectionable.  

 B. The principal shall study the document(s) or item(s) and within ten (10) working 
 days of the initial request either concurs with the request or schedule a hearing.  

1.      If the principal concurs with the request, the material in question should be                   
     amended and the parent given written notification of the amendment.  

 
2.      If a hearing is scheduled, it should be conducted within a reasonable time,    

     convenient to the parent(s) and the parent(s) should be advised, in writing,    
                     of the time and place.  
 

The parent(s) should be given a full and fair opportunity to present 
evidence relevant to the issues raised.  They should also be advised of 
their right to bring to the hearing, at their own expense, any individual who 
may be of assistance.  The parent(s) must be assured that the decision on 
the issue will be based solely upon the evidence presented at the hearing. 
The principal may have any other persons to support the school position 
on the issue. The principal is advised to keep a written record of the 
hearing. 
 

C. Within ten (10) working days of the hearing, the principal will either concur with or 
deny the request.  

1. If the principal concurs with the request, the material in question should be 
amended and the parent(s) given written notification of the amendment. 

 
2. If the principal denies the request, a brief summary of the testimony of the 

hearing, copies of any documentation, and the principal’s reason(s) for 
denying the request should be forwarded to the Regional Center assistant 
superintendent and the parent(s).  
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D. If the request is denied at the school level, the parent(s) may appeal the decision 
to the Regional Center assistant superintendent.  If the decision is appealed, the   
Regional Center assistant superintendent will review the summary of information 
submitted by the principal, hear any testimony that the parent(s) or eligible 
student may wish to present, and either concur with the request or affirm the 
decision of the principal .  

1. If the Regional Center assistant superintendent concurs with the request, 
the principal shall be directed to amend the material in question and give 
written notification to the parent.  

 
2. If the  Regional Center assistant superintendent affirms the decision of the 

principal, the Regional Center assistant superintendent shall forward to 
the Administrative Director, Division of Student Services, the principal, and 
the parent(s) a brief summary of the testimony at the hearing and the   
Regional Center assistant superintendent’s reason(s) for denying the 
request.  

 
 
E. If the request is denied at the Regional Center level, the parents(s) must be 

informed that they may appeal the decision to the Administrative Director, 
Division of Student Services.  If the decision is appealed, the Administrative 
Director, Division of Student Services, will review the summary of information 
submitted by the Regional Center assistant superintendent and the principal and 
hear any testimony that the parent(s) or eligible student may wish to present.  

1. If the Administrative Director, Division of Student Services concurs with 
the request, the principal shall be directed to amend the material in 
question and notify, in writing, the Regional Center assistant 
superintendent and the parents(s) of the decision. 

 
2.        If the  Administrative  Director,  Division  of  Student  Services,  affirms the                

decision of the Regional Center assistant superintendent and the principal, 
the Administrative Director shall forward to the Regional Center assistant 
superintendent, the principal, and the parents a brief summary of the 
testimony at the hearing and the reason(s) for denying the request. 

 
 
F. If a decision is reached at any level of the hearing procedure which is against the 

parents’ contention that information be amended, the parent(s) must be informed 
of their right to enter into the record a statement of explanation relative to the 
information in question. That explanation must be included in all relevant 
disclosures or release of information.  

 
G. If any records are to be corrected, deleted, or expunged, an agreement, in 

writing, signed and dated by the parent and designated school official should 
become a part of the student’s record.  The agreement should indicate only that 
the record has been corrected, deleted, or expunged.  
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H. Rights to challenge the contents of educational records, as outlined herein pass 
on to the student when the student becomes eligible. However, parents of eligible 
dependent students still maintain their appeal rights. (See VI, section I, page 12 
for description of eligible dependent student).  

I. The parent has the right to file a complaint with the Family Policy Compliance 
Office, U.S. Department of Education, 400 Maryland Avenue, S.W., Washington, 
DC 20202-4605, if the parent thinks the school or school system is not in 
compliance with the law. The parent has the right to obtain a copy of the official 
policy of Miami-Dade County Public Schools relative to the Family Educational 
Rights and Privacy Act at the school.  

 
VIII. REPRODUCTION OF STUDENT RECORDS 

A. When reproductions are made, parents and eligible students may be assessed 
the actual cost of producing such copies, not to exceed 15 cents per page or 20 
cents for two-sided pages. A fee may not be charged when the imposition of that 
fee would effectively prevent the parent, guardian, or eligible student from 
exercising the right to inspect and review the student’s educational records.  

B. A fee may not be charged for the first five certified copies of a high school 
transcript for students currently enrolled in Miami-Dade County Public Schools. 
Thereafter, one dollar will be charged to certify each transcript in addition to 
charges for reproducing the record. The school may waive the fee for certified 
transcripts when, in the opinion of the school personnel, the circumstances 
warrant such a waiver. Fees may not be charged for transmitting electronic 
transcripts.  

C. Pursuant to School Board Rule 6Gx13- 8C-1.18, Public Access to School District 
Records, Section II.D., states, “When employee records or student records are 
subpoenaed or demanded by court order, the charges apply.”  

 
D. All other individuals who are authorized access to records as stated in VI, 

sections B-H, J-K, and M-O, pages 10-14 are not to be assessed charges.  

IX. THIRD PARTY RESTRICTIONS 

A. A student’s educational record and all personally identifiable information shall not 
be released except on the condition that the information being transferred will not 
be subsequently released to any other party without obtaining the consent of the 
parent or the eligible student.  

B. Released copies of educational records and personally identifiable information 
must be destroyed when no longer required by the same person to whom the 
information was appropriately released.  

 
C. In order to comply with the two limits defined in IX (sections A and B), a notice of 

these restrictions should be included by means of (1) a stamp used to mark all 
copies of information being released indicating that the information may not be 
subsequently released to any other party without the written consent of the 
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parent or eligible student and that the copies of the information be destroyed 
when no longer needed, or (2) a copy of the statement provided on page 38 is 
included with the records.  

 
X. RECORD OF ACCESS 

A. Except as noted below, a Record of Access Card (see page 35) must be 
maintained indicating all parties having requested and obtained access to a 
student’s educational record. All categories of information contained on the 
Record of Access Card are required by law.  

B. Record of Access Cards are considered Category A records and must be 
maintained permanently. 

C. The record of access requirement does not apply to parents, eligible students, 
authorized personnel of Miami-Dade County Public Schools having a legitimate 
educational interest in the welfare of the student, disclosure based upon written 
consent, and disclosure of directory information. Additionally, exempt from 
notation are transcripts sent to educational institutions. The Record of Access 
Card shall be available only to parents, eligible students, and persons or 
organizations as noted in VI., pages 10-14.  

D. If a court order or subpoena requires no disclosure of or consent for the release 
of records, then no record is to be kept on the Record of Access Card. 
Additionally a copy of the court order or subpoena is not to be placed in the 
student’s cumulative folder. The principal should maintain such subpoenas 
separately in the principal’s office.  
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SAMPLE LETTER 
 (Use School Letterhead) 

Dear Parent:  

The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 years of age 
(“eligible students”) certain rights with respect to the student’s educational records. They are:  

1. The right to restrict the release of directory information which includes, name, address, 
 telephone if it is a listed number, participation in officially recognized activities and  sports,  degrees 
 and awards received, and the most recent previous educational agency or  institution attended. If 
 you do not want this information released, please complete the Directory Information Opt-Out 
 Form and return it to the school within 30 days after the first day of classes. 
  
1. The right to restrict the release of a student’s name, address, and telephone listing to military 
 recruiters and  institutions of higher education as required by federal law. This request applies to 
 our students in the senior high  schools. M-DCPS is required to advise you of this requirement and 
 afford you the opportunity to notify the school, if  you do not want this information disclosed to the 
 military recruiters and institutions of higher learning. If you do not  want this information released, 
 please complete the Directory Information Opt-Out Form and return it to the school  within 30 days 
 after the first day of classes.  
 
2. The right to inspect and review the student’s educational records upon request. Parents or eligible 
 students should submit a written request to the school principal that identifies the record(s)  they 
 wish to inspect. The principal will make arrangements for access and notify the parent or eligible 
 student of the time and place where the records may be inspected. Copies of records may be 
 requested and obtained.  
 
3. The right to request the amendment of the student’s educational record that the parents or eligible 
 students believes are inaccurate, misleading, or inappropriate. Parents or eligible students may ask 
 Miami-Dade County Public Schools (M-DCPS) to amend a record that they believe is inaccurate, 
 misleading, or inappropriate. A written request to the principal should clearly identify the part of 
 the record they want changed, and specify why it is inaccurate or misleading. If the principal 
 decides not to amend the records as requested, the parents or eligible students will be notified 
 of the decision and advised of their right to a hearing regarding the request for amendment.  
 Additional information regarding the hearing procedures will be provided to the parents or eligible 
 students with notification of the right to a hearing.  
 
4. The right to consent to disclosures of personally identified information contained in the 
 student’s educational records, except to the extent that FERPA authorizes disclosure without 
 consent. One exception which permits disclosure without consent is disclosure to school officials 
 with legitimate  educational interests. A school official is a person employed by M- DCPS as an 
 administrator, supervisor, instructor, or support  staff member (including health or medical 
 staff and law enforcement unit personnel). A school official has a legitimate educational interest if 
 the official needs to review an educational record in order to fulfill his or her professional 
 responsibility. Upon request, M-DCPS discloses educational records without consent to the  officials 
 of another school district or postsecondary institution in which a  student  seeks  or intends to 
 enroll.   
 
5. The right to file a complaint with the U.S. Department of Education concerning alleged  
 failures by M-DCPS to comply with the requirement of FERPA. The  name  and address of 
 the office that administers  FERPA is:  

 
Family Policy Compliance Office  
U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, DC 20202-4605  

If you have any questions, please contact ______________________________________.  

Sincerely,  

Principal  
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SAMPLE LETTER 
 (Use School Letterhead) 

Estimado/a padre, madre o tutor/a: 

La Ley de los Derechos de la Familia y la Privacidad o FERPA, proporciona ciertos derechos sobre los expedientes académicos del 
estudiante a los padres y estudiantes elegibles mayores de 18 años de edad.  Estos derechos son:  

1. El derecho a restringir la emisión de la información privada del/de la estudiante, incluyendo su nombre, dirección, teléfono, si este 
esta registrado en la guia telefonica, participación en actividades y deportes reconocidos oficialmente por la escuela, títulos y 
premios recibidos, y la anterior agencia educacional o institución a la que asistió. Si Usted no quiere que esta información se 
revele, por favor, llene el Formulario para Darse de Baja del Directorio (Directory Information Opt-Out Form) y devuélvalo a la 
escuela durante los primeros 30 días del año escolar o el primer dia de asistencia en la escuela.  Aunque el formulario se puede 
someter en cualquier momento, la informacion sera publicada cuando se solicite despues de los primeros 30 dias del ano escolar.  

 
1.  El derecho de restringir el nombre, la dirección y teléfono al servicio militar e instituciones docentes 

postsecundarias tal como lo requiere la ley federal. Esta petición se refiere a los estudiantes de escuela secundaria. 
Se le requiere a M-DCPS que le informe sobre este requisito y que le dé a usted la oportunidad de notificar a la 
escuela, si usted no quiere que se revele esta información al servicio militar e instituciones docentes 
postsecundarias. Si no quiere que se dé a conocer esta información, por favor complete el Formulario para Darse de 
Baja del Directorio (Directory Information Opt-Out Form) ydevuélvalo a la escuela durante los primeros 30 días del 
año escolar o el primer dia de asistencia en la escuela.  

 
3. El derecho a inspeccionar y revisar los expedientes académicos de los estudiantes cuando se soliciten.  Los padre o estudiantes 

elegibles deben presentar una nota al/a la director/a de la escuela identificando los expedientes que desean inspeccionar. Al recibo 
de la petición, el/la director/a hará los arreglos necesarios y notificará al/padre o madre o al/a la estudiante elegible de la fecha y 
lugar donde se pueden revisar los expedientes.  Se puede solicitar y obtener una copia de los documentos.  

 
4. El derecho a solicitar que se enmiende el expediente académico de un/a estudiante que los padres o los estudiantes elegibles 

consideren inexacto, engañoso o inapropiado.  Los padres o estudiantes elegibles pueden enviar una notificación por escrito al/a la 
director/a, pidiendo que las Escuelas Públicas del Condado de Miami-Dade o M-DCPS, por sus siglas en inglés, enmienden el 
expediente que se considera inexacto, engañoso o inapropiado. La nota debe explicar con claridad que parte del expediente se 
desea cambiar y la razón por la cual se considera inexacto o engañoso.  Si el/la director/a decide no enmendarlos, notificará a los 
padres o al/a la estudiante elegible de su decisión, advirtiéndoles de su derecho a apelar la decisión, a funcionarios escolares de 
más alta jerarquía.  A los padres o estudiantes elegibles se les proporcionará información adicional explicando los procedimientos 
por los cuales pueden obtener una audiencia y su derecho a tenerla.  

 
5. El derecho a permitir que se revele la información que ha sido personalmente identificada dentro de los expedientes académicos 

del/de la estudiante, con la excepción de aquella que FERPA autorice que sea revelada sin consentimiento previo. Un/a 
funcionario/a escolar con un legítimo interés educacional que pide un expediente académico para revisarlo, representa una 
excepción, por la cual se permite que éste pueda ser revelado sin consentimiento previo. Un/a funcionario/a escolar es una persona 
que está empleada por M-DCPS como un/a administrador/a, supervisor/a, miembro del personal de apoyo, incluyendo personal 
médico o de salud y policías a cargo del cumplimiento de la ley.  Un/a funcionario/a escolar tiene un interés educacional legítimo 
cuando para cumplir su responsabilidad profesional, necesita revisar el expediente académico.  Si funcionarios de otro distrito 
escolar o institución postsecundaria a la cual quiere asistir el/la estudiante piden sus expedientes académicos, M-DCPS los puede 
revelar sin previo consentimento.  

 
6. El derecho a elevar la queja correspondiente sobre los supuestos fallos de M-DCPS en el cumplimiento del requisito de FERPA, 

ante el Departamento de Educación de los Estados Unidos. El nombre y dirección de la oficina que administra FERPA es:  
 

Family Policy Compliance Office  
U.S. Department of Education 400 Maryland Avenue, 
S.W. Washington, DC 20202- 4605  

Si tiene preguntas al respecto, por favor llame a ____________________________________.  

Sinceramente,  

Principal  
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SAMPLE LETTER 
 (Use School Letterhead) 

 
Chè Paran:  

Akò sou Dwa Fanmi ak Vi Prive (FERPA) bay paran e elèv ki depase 18 tan daj (“elèv ki elijib”) sèten dwa ki gen rapò ak 
dosye edikasyon elèv la.  Yo se:  

1. Dwa pou limite pèmisyon pou bay enfòmasyon jeneral ki genyen ladann, non, adrès telefòn, si se yon nimewo ki 
pa genyen restriksyon pou yo bay li, patisipasyon li nan aktivite ofisyèl rekoni e espò, diplòm e prim li resevwa, e 
dènye ajans, enstitisyon edikasyonèl li te ye.  Si ou pa vle yo soumèt enfòmasyon sa yo, silvouplè ranpli fòm pou 
pa bay enfòmasyon jeneral e retounen li nan yon espas 30 elév la prezan lekòl.  

 
2. Dwa pou limite bay baz militè, e enstitisyon apre lekòl segondè, jan sa mande daprè lalwa federal, non, adrès, e 

telefòn yon elèv. Demand sa a aplike pou elèv nan lekòl segondè (high school). M-DCPS genyen obligasyon pou 
avize ou de obligasyon sa a e pèmèt ou opòtinite pou avize lekòl yo, si ou pa vle yo devwale enfòmasyon sa a 
bay rekritè pou sèvis militè ak enstitisyon pou edikasyon apre lekòl segondè.  Si ou pa vle yo soumèt 
enfòmasyon sa yo, souple, ranpli “Directory Information Opt-Out Form” nan, retounen li nan tran (30) premye jou 
lekòl ousnon 30 premye jou clèv la rantre lekòl. Menmsi ou gen dwa soumèt fòm nan nenpòt lè; lè yon moun 
mande, n ap bay enfòmasyon yo apre premye 30 jou lè lekòl fmi ouvri. 

 
3. Dwa pou enspekte ak revize dosye edikasyonèl elèv la lè li mande l.  Paran oubyen elèv ki elijib dwe prezante 

direktè/tris lekòl la yon demann alekri ki idantifye dosye yo vle enspekte a. Direktè/tris la ap fè aranjman pou aksè 
e avize paran an oubyen elèv ki elijib la lè e ki kote li kab enspekte dosye yo.  Yo kab mande e jwenn kopi dosye 
yo.  

 
 
4. Paran oubyen elèv ki elijib la genyen dwa pou mande amandman nan dosye edikasyonèl elèv la yo kwè ki pa 

kòrèk,  ki kab mal entèprete oubyen ki pa apwopriye.  Paran oubyen elèv ki elijib la kab mande Lekòl Leta 
Miami-Dade County (M-DCPS) pou amande yon dosye yo kwè pa kòrèk, ki kab mal entèprete, oubyen ki pa 
apwopriye. Yon demann alekri pou adrese direktè/tris la dwe idantifye klèman pati nan dosye a yo vle pou chanje 
a, e espesifye poukisa li pa kòrèk oubyen kab mal entèprete.  Si direktè/tris a deside pou pa amande dosye a jan 
paran an oubyen elèv ki elijib la mande y ap avize yo de desizyon an e bay yo konsèy sou dwa yo pou yon 
odyans sou demann amand la. Anplisdesa, y ap ofri paran oubyen elèv ki elijib la enfòmasyon ki gen baz sou 
pwosesis odyans la ak yon avi sou dwa yo pou odyans la.  

 
5. Dwa konsantman pou soumèt enfòmasyon di idantifye elèv la pèsonèlman ki nan dosye edikasyon li, eksepte sa 

FERPA otorize pou yo soumèt san konsantman. Yon eksepsyon ki pèmèt soumèt enfòmasyon san konsantman 
se pou soumèt enfòmasyon bay ofisye lekòl la ak enterè edikasyonèl lejitim.  Yon ofisye lekòl se yon  moun ki 
anplwaye nan M-DCPS e kòm yon administratè, sipèvizè, pwofesè, oubyen yon anplwaye kòm manm sipò (ki 
genyen ladann anplwaye sante, oubyen medikal e yon moun ki travay pou ranfòse lwa sou seksyon pèsonèl). 
Yon ofisye lekòl la genyen yon enterè edikasyonèl lejitim si enterè ofisye sa a bezwen revize yon dosye 
edikasyon pou l kab ranpli responsablite pwofesyonèl li. Lè yo mande pou M-DCPS soumèt dosye edikasyonèl 
san konsantman bay ofisye lekòl nan yon lòt distri oubyen nan yon enstitisyon apre lekòl segondè kote elèv la ap 
chèche oubyen genyen entansyon pou li enskri.  

 
 
6. Dwa pou plase yon plent ak U.S. Department of Education konsènan posiblite M-DCPS pat obeyi demann FERPA. 

Non e adrès Biwo Administratè FERPA se:  
 

Family Policy Compliance Office  
U.S. Department of Education 400 Maryland 
Avenue, SW Washington, DC 20202 - 4605  

Si w genyen nenpòt keksyon, silvouplè kontakte ___________________________________.  

Sensèman,  

Direktè/tris  
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(SCHOOL LETTERHEAD) 
 

SAMPLE LETTER TO CUSTODIAL PARENT  

This school has received communication indicating that (he/she) is the natural 
(mother/father) of (name of student) and requesting access to his/her child’s educational 
records.  
 
According to federal and state statute, as well as School Board rules, the non-custodial 
parent is eligible to receive this information.  In accordance with the cited legal 
references, the information will be forwarded to (name of non-custodial parent) , ten 
days from the date of request.  
 
If there is a court order revoking (name of non-custodial parent’s) access to this 
information, you are to contact this office immediately.  
 
If I can be of some assistance in this matter, please contact me at ___________                      
.  

Sincerely,  

Principal  
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(SCHOOL LETTERHEAD) 
 

SAMPLE LETTER TO CUSTODIAL PARENT  

La escuela ha recibido una comunicación de  que indica que esta persona es (el padre 
o la madre) natural de (nombre del estudiante  y solicita información sobre el 
expediente académico de este estudiante.  

Según las leyes federales y estatales, así como las regulaciones de la Junta de 
Educación, el padre/madre que no tiene la custodia legal del estudiante tiene el 
derecho a recibir esta información. La misma será enviada a (nombre del padre/madre 
que no tiene la custodia del estudiante) diez días después de la fecha de la solicitud. 
durante este término,  si existiera una orden judicial prohibiendo la entrega de dicha 
información al solicitante, sírvase comunicarse con esta oficina inmediatamente.  

Si necesita más información, puede llamarme al  __________________.                      
.  

Atentamente,  

Director/a  
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(SCHOOL LETTERHEAD) 
 

SAMPLE LETTER TO CUSTODIAL PARENT 
   

   
 
Lekòl sa resevwa kominikasy on de________________________ k endike li se 
(manman /papa) natirèl__(non elèv la)__________________ e mande wè ak li dosye 
edikasyonèl pitit li.  
 

 

Daprè lwa federal, e lwa eta a, menmjan ak règleman Komisyon Konsèy Lekòl yo, 
paran ki pa viv ak elèv la elijib pou li resevwa enfòmasyon sa a.  Dapre referans legal 
sa yo ki mansyone la a, enfòmasyon an pral jwenn (paran ki pap viv ak elèv la) dis jou 
apre dat li te fè demann la.  
Si genyen yon manda legal ki revoke (non paran ki pap viv ak elèv la) pou ou wè ak li 
enfòmasyon an, ou dwe kontakte biwo sa a imedyatman.  

Si mwen kab ede w nan sitiyasyon sa a, silvouplè kontakte mwen nan.  

Sensèman,  

Direktè/tris  
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(SCHOOL LETTERHEAD) 

 
 
SAMPLE LETTER TO PARENT UPON RECEIPT OF SUBPOENA OR COURT ORDER  

This school has received a subpoena (or court order) directing the release of the 
student records of your child, (name of child), at a deposition/trial/hearing on  , 
20__.  

This letter is simply to notify you that it is our intention to comply with the court 
order/subpoena unless we are provided a certified copy of a court order prohibiting the 
release of records within 15 days of the date of this letter.  Letters and phone calls from 
you or your attorney requesting or directing us not to release the records are 
insufficient.  

If I can be of some assistance in this matter, please contact me at                   .  

Sincerely,  

Principal  
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(SCHOOL LETTERHEAD) 

SAMPLE LETTER TO PARENT UPON RECEIPT OF SUBPOENA OR COURT ORDER  

 
La escuela ha recibido una citación u orden judicial que exige la entrega del expediente 
académico de su hijo/a (nombre de su hijo/a), para utilizarlo en una deposición/juicio 
audiencia el__________de_________________ de 20 _____. 

El motivo de esta carta es informarle que cumpliremos con la citación u orden de la 
corte, a no ser que se nos entregue una copia certificada de una orden judicial 
prohibiendo la entrega del expediente en un término de 15 días a partir de la fecha de 
esta carta.  Las cartas o llamadas de su parte o por parte de su abogado, no impedirán 
la entrega de los documentos.  

Si necesita información con respecto a este asunto, puede llamarme al __________ .  

Atentamente, 

Director/a  
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(SCHOOL LETTERHEAD) 
 
 
SAMPLE LETTER TO PARENT UPON RECEIPT OF SUBPOENA OR COURT ORDER  

 
Lekòl sa a resevwa yon manda (osnon yon demann tribinal) ki mande pou n bay dosye 
lekòl pitit ou a, (name of child), nan yon depozisyon/pwosè/jijman nan dat__________   
20____. 

Lèt sa a se pou senpleman fè w konnen entansyon nou pou n obeyi lòd/manda tribinal 
la a sòf si ou kab prezante yon papye tenbre legal ki sòti nan yon tribinal, ki defann pou 
nou bay dosye yo nan espas 15 jou dat lèt sa a.  Lèt ak kout fil ou, osnon yon kout fil 
avoka w pou mande nou oubyen ban nou lòd pou n pa bay dosye yo pap ase.  

Si m kab ede w nan zafè sa a, silvouplè kontakte m nan  ________________________.                       

Sensèman,  

Direktè/tris   
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Miami-Dade County Public Schools 
RECORD OF ACCESS CARD 

NAME OF STUDENT________________________________________________________________ DATE OF BIRTH:______________________  
  (FIRST)    (MIDDLE)   (LAST)                                      

Name and Title of Person Requesting 
Access  

Reason for Request  Dates  Access Authorized 
by  

Types of Information Released  

1   Request    

  Access    

 
2  Request    

  Access    

 

3   Request    

  Access    

 

4   Request    

  Access    

 

5   Request    

  Access    

 

6   Request    

  Access    

 
7   Request    

  Access    

 

8   Request    

  Access    

FM 0298  
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  REQUIRED DISPLAY STATEMENT PARENTS’ RIGHT TO ACCESS 

PARENTS’ RIGHT TO ACCESS TO STUDENTS’  
SCHOOL RECORDS UNDER THE PROVISIONS OF 

 FEDERAL AND STATE LAW 
 

1. Parents are guaranteed the right to inspect and review their children’s records and to 
 obtain copies of them under The Individuals with Disabilities Act (IDEA) and the Family 
 Educational Rights and Privacy Act of 1974, both federal laws, and Rule 6A-1.0955, 
 Florida State Board of Education Rules. 
  
2. Parents are guaranteed a right of “meaningful” access to copies of their children’s 
 records under IDEA. If charging a parent money for reproductions of these records 
 would deny the parents right of meaningful access to such records, the parents should 
 not be charged anything. Therefore, any parents who state that they are unable to pay 
 or copies of their child’s records should be provided with copies of all documents 
 requested free of charge.  
 
3. The parents’ rights extend to any lawyer, lay person, or advocate whom the parent(s) 
 authorizes to represent them.  To release records, the school should obtain a copy of 
 the parent’s authorized release of records authorization form, Permission for Release 
 of Records and/or Information From Records, FM- 1867 Rev. (01-99). 
  
4. Attorneys or paralegals from Legal Services of Greater Miami, Inc., who are 
 representing parents, should be given copies free of charge. The parents they 
 represent are indigent since they must meet federal poverty guidelines to be eligible 
 for representation by Legal Services of Greater Miami, Inc.  The authorized release of 
 records form is to include the names of said persons.  
 
5. The law states that if a parent would not be deprived of meaningful access by charging 
 a fee for reproductions, the actual cost of producing such copies, not to exceed 15 
 cents per one sided page or 20 cents for two sided copies, may be charged.  
 
6. Where material in the child’s folder contains wording to the effect that to copy such 
 material would be in violation of federal copyright laws, such material is not to be 
 copied.  The parent or his/her authorized representative may look at it and may write 
 down notes.  If he/she desires a copy, notify the Board Attorney’s Office. The Board 
 Attorney’s Office will contact the publisher for permission.  
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MIAMI-DADE COUNTY PUBLIC SCHOOLS 

***************************************************************************** 
************** 

PASSWORD NON-DISCLOSURE STATEMENT 
************* 

************************************************************************* 
 

YOUR PASSWORD IS BEING CHANGED DUE TO ITS EXPIRATION OR YOUR REQUEST.  

AN INDIVIDUAL PROVIDED ACCESS TO MIAMI-DADE COUNTY PUBLIC SCHOOLS’ 
COMPUTER SYSTEM AGREES THAT UPON THE ASSIGNMENT OF A PERSONAL 
PASSWORD:  

 

1) THE PASSWORD WILL BE KEPT CONFIDENTIAL AND NOT DISCLOSED TO ANYONE.  

2) DATA ENTERED OR VIEWED WILL ONLY BE USED IN AN OFFICIAL CAPACITY IN THE    
PERFORMANCE OF DUTIES OUTLINED IN THE INDIVIDUAL’S JOB DESCRIPTION.  

3) NON-COMPLIANCE WITH THE ABOVE CONDITIONS MAY SUBJECT THE INDIVIDUAL 
TO DISCIPLINARY ACTION, INCLUDING SUSPENSION OR DISMISSAL.  

I AGREE TO THE ABOVE TERMS AND CONDITIONS. ENTER Y OR N ==>  
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MIAMI-DADE COUNTY PUBLIC SCHOOLS 

Third Party Restrictions 
 
 
To Whom It May Concern:  

You are being given information which is confidential and protected under the Family 
Educational Rights and Privacy Act of 1974. You are not to release this information without 
obtaining the consent to do so. These records should be destroyed when no longer needed.  



Miami-Dade County Public Schools

Directory Information Opt-Out Form

If you do not want Miami-Dade County Public Schools (M-DCPS) to disclose directory
information from your child's educational records in accordance with federal law , please
mark the appropriate statements below and return or mail this form to your child´s school
within the next 30 days to:

1

FM-6479E Rev. (10-08)

Title:

For further information, contact the school personnel listed below:

Name:

Phone Number:

Birth Date:Student's Name:

ID#:

I understand that by completing and submitting this form, M-DCPS will restrict the disclosure
of this type of information from my child's educational records and that M-DCPS has no
further obligation to contact me on a case-by-case basis to request my consent for the
disclosure of directory information.

Date

1 The Family Educational Rights and Privacy Act (20 U.S.C.   1232 g.), Section 9528 of the Elementary and Secondary
Education Act (20 U.S.C. 7908), as amended by the No Child Left Behind Act of 2001 (P.L. No. 107-110), and the National
Defense Authorization Act for Fiscal Year 2002, (P.L. 107-107) U.S.C. 503, as amended by Section 544.

Directory Information is defined as the following student information: name, address,
telephone number if it is a listed number, participation in officially recognized activities and
sports, weight and height of members of athletic teams, degrees and awards received, and
most recent previous educational agency or institution attended.

DO NOT DISCLOSE my child's name, address and telephone number to the
entities checked below without my prior permission:

US Military (Army, Navy, Airforce, Marines, etc.)

Colleges and other educational institutions

Any agency, or organization with prior principal approval of
school-sanctioned activities

Parent/Guardian Name

Signature

146106
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Escuelas Públicas del Condado Miami-Dade

FORMULARIO DE BAJA DEL DIRECTORIO
Si usted no desea que las Escuelas Públicas del Condado de Miami-Dade (M-DCPS, por sus
siglas en inglés) divulguen información de directorio en cuanto a los expedientes
educacionales de su hijo/a en concordancia con la ley federal  , por favor, señale las
oraciones a continuación que se ajusten a su caso y devuelva este formulario en los
próximos 30 días a:   

1

NO DIVULGEN el nombre, la dirección, o número de teléfono de mi hijo/a a las
entidades señaladas a continuación sin mi consentimiento previo.

FM-6479S Rev. (10-08)

Entiendo que al llenar y entregar este formulario, las Escuelas Públicas del Condado de
Miami-Dade restringirán la divulgación de esta clase de información y que las M-DCPS no
tienen la obligación adicional de ponerse en contacto conmigo en cada uno de los casos a
fin de solicitar mi consentimiento para la divulgación de información de directorio.

Fecha

Nombre del padre/de la madre/del/de la tutor/a

Firma

1  Ley de los Derechos Educacionales e Intimidad o FERPA (20 U.S.C.  123  g.), Sección 9528 de la Ley de Educación Primaria
y Secundaria (20 U.S.C. 7908), al según fue enmendada por la Ley de Que Ningún Niño Quede Atrás de 2001 (P.L. No.
107-110) y la Ley de Autorización de la Defensa Nacional del Año Fiscal 2002, (P.L. No. 107-107), U.S.C. 503, según fue
enmendada por la Sección 544.

Las Fuerzas Armadas de los E.E.U.U. (el Ejército, la Marina, la
Fuerza Aérea, la Infantería de Marina, etc.)

Las universidades y demás instituciones educacionales.

Para más información, comuniquese con el/la/los miembros/s del personal de la escuela
cuyos nombres aparecen a continuación:  

Cargo que ocupa:

Número de teléfono:

La información correspondiente a un directorio ha sido definida como los siguientes
datos de un/a estudiante: el nombre, la dirección, el número de teléfono, si está registrado
en la guía telefónica, la participación  en acitividades reconocidas officialmente y deportes, el
peso y la estatura de los miembros de los equipos deportivos, los diplomas y
reconocimientos recibidos y las agencias educacionales a las cuales haya asístido.   

Nombre del/de la estudiante: Fecha de nacimiento

Número de identificación:

Nombre:

Cualquier agencia u organización que cuente con la aprobación
previa del/de la director/a de actividades sancionadas por la escuela.
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Si w pa vle Lekòl Leta Miami-Dade County (M-DCPS) bay enfòmasyon jeneral ki nan dosye
edikasyonèl pitit ou daprè lwa federal  la, silvouplè make nan espas apwopriye ki anba a e
retounen oubyen poste fòm la nan lekòl piti ou nan 30 jou k ap vini yo nan:

Lekòl Leta Miami-Dade County

Fòm pou pa Soumèt Enfòmasyon Jeneral

1

Pou plis enfòmasyon, kontakte direksyon lekòl ki make anba a:

Non:

Nimewo telefòn:

PA DEVWALE non pitit mwen, adrès li ak nimewo telefòn li bay enstitisyon ki
make anba yo san mwen pa bay konsantman mwen avan. 

FM-6479H Rev. (10-08)

Mwen konprann nan ranpli e soumèt fòm sa a, M-DCPS pap devwale kalite enfòmasyon sa a
nan dosye edikasyonèl pitit mwen e M-DCPS pa gen okenn obligasyon pou kontakte m ankò
chak fwa pou mande m konsantman mwen pou devwale enfòmasyon jeneral sou pitit mwen.

Dat

Yo defini Enfòmasyon Jeneral sou elèv kòm enfòmasyon k ap suiv la: non, adrès, nimewo
telefòn, si l pa nan liv telefòn, patisipasyion nan aktivite yo rekonèt ofisyèlman e espò, pwa
ak wotè e mann nan ekip espòtif, degre ak prim li resevwa, e ajans edikasyonèl oubyen
enstitisyon li te ale resamman. 

1  Akò Dwa ak Vi Prive Edikasyonèl Fanmi (20 U.S.C.   1232 g.), Seksyon 9528 nan Akò Lekòl Primè ak Lekòl Segondè (20
U.S.C. 7908), jan amandman nan Akò Ane 2001 Okenn Timoun Pap Ret Dèyè an (P.L. No. 107-110), e Akò Otorizasyon Defans
Nasyonal pou Ane Fiskal 2002, (P.L. 107-107), U.S.C. 503, jan yo amande li nan Seksyon 544 la.

Militè Etazini (Ame, Nevi, Èfòs, Marin, eks.) 

Kolèj ak lòt enstitisyon edikasyonèl

Siyati

Non Paran/Gadyen

Tit:

Non Elèv la: Dat li Fèt:

Nimewo Idantifikasyon:

Kèlkeswa endividi ajans, oubyen òganizasyon an avèk konsantmon
davans direktè/tris la sou aktivite lekòl la sanksyone
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ANTI-DISCRIMINATION POLICY 

Federal and State Laws 
 
The School Board of Miami-Dade County, Florida adheres to a policy of nondiscrimination in 
employment and educational programs/activities and strives affirmatively to provide equal 
opportunity for all as required by law:  

Title VI of the Civil Rights Act of 1964 - prohibits discrimination on the basis of race, color, 
religion, or national origin.  

Title VII of the Civil Rights Act of 1964, as amended - prohibits discrimination in employment 
on the basis of race, color, religion, gender, or national origin.  

Title IX of the Educational Amendments of 1972 - prohibits discrimination on the basis of 
gender.  

Age Discrimination in Employment Act of 1967 (ADEA), as amended - prohibits 
discrimination on the basis of age with respect to individuals who are at least 40.  

The Equal Pay Act of 1963, as amended - prohibits gender discrimination in payment of wages 
to women and men performing substantially equal work in the same establishment.  

Section 504 of the Rehabilitation Act of 1973 - prohibits discrimination against the disabled.  

Americans with Disabilities Act of 1990 (ADA) - prohibits discrimination against individuals 
with disabilities in employment, public service, public accommodations and telecommunications.  

The Family and Medical Leave Act of 1993 (FMLA) - requires covered employers to provide 
up to 12 weeks of unpaid, job-protected leave to “eligible” employees for certain family and 
medical reasons.  

The Pregnancy Discrimination Act of 1978 - prohibits discrimination in employment on the 
basis of pregnancy, childbirth, or related medical conditions.  

Florida Educational Equity Act (FEEA) - prohibits discrimination on the basis of race, gender, 
national origin, marital status, or handicap against a student or employee.  

Florida Civil Rights Act of 1992 - secures for all individuals within the state freedom from 
discrimination because of race, color, religion, sex, national origin, age, handicap, or marital 
status.  

Veterans are provided re-employment rights in accordance with P.L. 93-508 (Federal Law) and 
Section 295.07 (Florida Statutes), which stipulates categorical preferences for employment.  
 
 
 
  
 
 
          Revised 9/2008 
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