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STUDENT RECORDS ACCESS 

 
The board recognizes the importance of maintaining student records and preserving their 
confidentiality.  Student records containing personally identifiable information are kept confidential 
at collection, storage, disclosure and destruction stages.  The board secretary is the custodian of 
student records.  Student records may be maintained in the central administration office or 
administrative office of the student's attendance center. 
 
Parents and eligible students will have access to the student's records during the regular business 
hours of the school district.  An eligible student is a student who has reached eighteen years of age 
or is attending an institution of postsecondary education at the post high school level.  Parents of an 
eligible student are provided access to the student records only with the written permission of the 
eligible student unless the eligible student is defined as a dependent by the Internal Revenue Code.  
In that case, the parents may be provided access without the written permission of the student.  A 
representative of the parents or eligible student, who has received written permission from the 
parents or eligible student, may inspect and review a special education student's records.  Parents, 
other than parents of an eligible student, may be denied access to a student's records if the school 
district has a court order stating such or when the district has been advised under the appropriate 
laws that the parents may not access the student records.  Parents may inspect an instrument used 
for the purpose of collection of student personal information prior to the instrument’s use. 
 
A student record may contain information on more than one student.  Parents will have the right to 
access the information relating to their student or to be informed of the information.  Eligible 
students will also have the right to access the information relating to them selves, or be informed of 
the information. 
 
Parents and eligible students will have a right to access the student's records upon request without 
unnecessary delay and in no instance more than forty-five calendar days after the request is made.  
Parents, an eligible student or an authorized representative of the parents will have the right to 
access the student's records prior to an Individualized Education Program (IEP) meeting or hearing. 
 
Copies of student records will be provided if failure to do so would effectively prevent the parents 
or student from exercising the right to access the student records.  Fees for copies of the records are 
waived if it would prevent the parents or student from accessing the records.  A fee may not be 
charged to search or retrieve information from student records.   
 
Upon the request of parents or an eligible student, the school district will provide an explanation 
and interpretation of the student records and a list of the types and locations of education records 
collected, maintained or used by the school district. 
 
If the parents or an eligible student believes the information in the student records is inaccurate, 
misleading or violates the privacy or other rights of the student, the parents or an eligible student 
may request that the school district amend the student records.  The school district will decide 
whether to amend the student records within a reasonable time after receipt of the request.  If the 
school district determines an amendment is made to the student record, the school district will make 
the amendment and inform the parents or the eligible student of the decision in writing. 
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If the school district determines that amendment of the student's record is not appropriate, it will 
inform the parents or the eligible student of their right to a hearing before the hearing officer 
provided by the school district.  
 
If the parents' and the eligible student's request to amend the student record is further denied 
following the hearing, the parents or the eligible student are informed that they have a right to place 
an explanatory letter in the student record commenting on the school district's decision or setting 
forth the reasoning for disagreeing with the school district.  Additions to the student's records will 
become a part of the student record and be maintained like other student records.  If the school 
district discloses the student records, the explanation by the parents will also be disclosed. 
 
Student records may be disclosed in limited circumstances without parental or eligible student's 
written permission.  This disclosure is made on the condition that the student record will not be 
disclosed to a third party without the written permission of the parents or the eligible student.  This 
disclosure may be made to the following individuals or under the following circumstances: 
 
• to school officials within the school district and AEA personnel whom the superintendent has 

determined to have a legitimate educational interest, including, but not limited to, board 
members, employees, school attorney, auditor, health professionals, and individuals serving 
on official school committees; 

• to officials of another school district in which the student wishes to enroll, provided the other 
school district notifies the parents the student records are being sent and the parents have an 
opportunity to receive a copy of the records and challenge the contents of the records unless 
the annual notification includes a provision that records will automatically be transferred to 
new school districts; 

• to the U.S. Comptroller General, the U.S. Attorney General, the U.S. Secretary of Education 
or state and local educational authorities; 

• in connection with financial aid for which the student has applied or which the student has 
received if the information is necessary to receive the financial aid; 

• to organizations conducting educational studies and the study does not release personally 
identifiable information; 

• to accrediting organizations; 
• to parents of a dependent student as defined in the Internal Revenue Code; 
• to comply with a court order or judicially issued subpoena; 
• [consistent with an interagency agreement between the school district and juvenile justice 

agencies] 
• in connection with a health or safety emergency; or, 
• as directory information. 

 
The superintendent will keep a list of the individuals and their positions who are authorized to view 
a special education student's records without the permission of the parents or the eligible student.  
Individuals not listed are not allowed access without parental or an eligible student's written 
permission.  This list must be current and available for public inspection and updated as changes 
occur. 
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The superintendent will also keep a list of individuals, agencies and organizations which have 
requested or obtained access to a student's records, the date access was given and their legitimate 
educational interest or purpose for which they were authorized to view the records.  The 
superintendent, however, does not need to keep a list of the parents, authorized educational 
employees, officers and agencies of the school district who have accessed the student’s records.  
This list for a student record may be accessed by the parents, the eligible student and the custodian 
of student records.   
 
Permanent student records, including a student's name, address, phone number, grades, attendance 
record, classes attended, grade level completed and year completed may be maintained without 
time limitation.  Permanent student records will be kept in a fire-safe vault. 
 
When personally identifiable information, other than permanent student records, no longer needs to 
be maintained by the school district to provide educational services to a special education student, 
the parents or eligible student are notified.  This notice is normally given after a student graduates 
or otherwise leaves the school district.  If the parents or eligible student request that the personally 
identifiable information be destroyed, the school district will destroy the records.  Prior to the 
destruction of the records, the school district must inform the parents or eligible student the records 
may be needed by the parents or eligible student for social security benefits or other purposes.   
 
[The school district will cooperate with the juvenile justice system in sharing information contained 
in permanent student records regarding students who have become involved with the juvenile 
justice system.  The school district will enter into an interagency agreement with the juvenile justice 
agencies (agencies) involved. 
 
The purpose of the agreement is to allow for the sharing of information prior to a student's 
adjudication in order to promote and collaborate between the school district and the agencies to 
improve school safety, reduce alcohol and illegal drug use, reduce truancy, reduce in-school and 
out-of-school suspensions, and to support alternatives to in-school and out-of-school suspensions 
and expulsions which provide structured and well supervised educational programs supplemented 
by coordinated and appropriate services designed to correct behaviors that lead to truancy, 
suspension, and expulsions and to support students in successfully completing their education. 
 
The school district may share any information with the agencies contained in a student's permanent 
record, which is directly related to the juvenile justice system's ability to effectively serve the 
student.  Prior to adjudication information contained in the permanent record may be disclosed by 
the school district to the parties without parental consent or court order.  Information contained in 
a student's permanent record may be disclosed by the school district to the agencies after 
adjudication only with parental consent or a court order.  Information shared pursuant to the 
agreement is used solely for determining the programs and services appropriate to the needs of the 
student or student's family or coordinating the delivery of programs and services to the student or 
student's family.   
 
Information shared under the agreement is not admissible in any court proceedings, which take 
place prior to a disposition hearing, unless written consent is obtained from a student's parent, 
guardian, or legal or actual custodian. 
 
Confidential information shared between the school district and the agencies will remain 
confidential and will not be shared with any other person, unless otherwise provided by law.  
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Information shared under the agreement is not admissible in any court proceedings, which take 
place prior to a disposition hearing, unless written consent is obtained from a student's parent, 
guardian, or legal or actual custodian.  The school district may discontinue information sharing 
with an agency if the school district determines that the agency has violated the intent or letter of 
the agreement.  
 
Agencies will contact the principal of the attendance center where the student is currently or was 
enrolled.  The principal will then forward copies of the records within 10 business days of the 
request.] 
 
The school district will provide training or instruction to employees about parents' and eligible 
students' rights under this policy.  Employees will also be informed about the procedures for 
carrying out this policy.   
It is the responsibility of the superintendent to annually notify parents and eligible students of their 
right to inspect and review the student's records.  The notice is given in a parents' or eligible 
student's native language.  Should the school district collect personal information from students for 
the purposes of marketing or selling that information, the school district will annually notify 
parents of such activity. 
 
The notice will include a statement that the parents have a right to file a complaint alleging the 
school district failed to comply with this policy.  Complaints are forwarded to Family Policy 
Compliance Office, U.S. Department of Education, 400 Maryland Avenue, Washington, DC. 
20202-4605. 
 
 
NOTE:  This is a mandatory policy and includes the information required by state and federal 
law.   
 
 
 
 
 
 
 
 
 
  
Cross Reference: 501 Student Attendance 
    505 Student Scholastic Achievement 
    506 Student Records 
    507 Student Health and Well-Being 
    603.3 Special Education 
    708 Care, Maintenance and Disposal of School District Records 
    901 Public Examination of School District Records 
 
 

 



 
 
 

PATON-CHURDAN POLICY REFERENCE MANUAL 

      Code No.  506.1E1 
      
 

STUDENT RECORDS CHECKLIST 
 

 Copy to 
parent 
upon 
request 

Parent 
signature 
required 

User 
must 
submit 
written 
request 

No parent 
signature 
required 

Notify 
parent in 
advance 

Notify 
parent 
of 
release 

Request 
made 
part of 
student 
records 

Schedule 
hearing 
following 
decision 
with parent 

 

Subpoena or Judicial 
Order 

    
X 

 
X 

   Lawfully 
issued 

Student Financial Aide     
X 

    Written 
request 

School or Staff in 
Same School System 

    
X 

    No written 
request 
necessary 

Other school system 
where student plans to 
enroll 

 
X 

  
X 

 
X 

  
X 

 
X 

 506.1E2 

United States 
Comptroller General 

   
X 

 
X 

   
X 

 506.1E2 

Dept. of Health, 
Education and Welfare 
Secretary 

   
X 

 
X 

   
X 

 506.1E2 

National Institute of 
Education 

   
X 

 
X 

   
X 

 506.1E2 

Iowa Dept. of 
Education Official 

   
X 

 
X 

   
X 

 506.1E2 

Parent inspection of 
student educational 
records 

 
X 

 
X 

      506.1E5 

Parent request for 
hearing to challenge 
records 

  
X 

      
X 

506.1E4 

Parent authorization 
for school to release 
information 

 
X 

 
X 

      506.1E3 

Notification of transfer 
of student records 

 
X 

   
X 

    506.1E6 

 
*Such written request shall be available for inspection by the parent or student and the school official 
responsible for record maintenance. 
 
** When a student has attained the age of 18 years or is attending an institution of post-secondary 
education, the permission or consent required of the rights accorded the parent of the student shall 
thereafter be required of and accorded only to the student. 
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REQUEST OF NONPARENT FOR EXAMINATION OR COPIES OF STUDENT RECORDS 
 

The undersigned hereby requests permission to examine the  
District's official student records of: 
 
                                                      ,                      
(Legal Name of Student)   (Date of Birth) 
 
The undersigned requests copies of the following official student records of the above student: 
  
The undersigned certifies that they are (check one): 
 
(a) An official of another school system in which the student intends to enroll.    (  ) 
 
(b) An authorized representative of the Comptroller General of the United States.   (  ) 
 
(c) An authorized representative of the Secretary of the U.S. Department of Education   (  ) 
 
(d) An administrative head of an education agency as defined in Section 408 of the Education 
 Amendments of 1974.            (  ) 
 
(e) An official of the Iowa Department of Education.        (  ) 
 
(f) A person connected with the student's application for, or receipt of, financial aid (SPECIFY 

DETAILS ABOVE.)            (  ) 
(g) A representative of a juvenile justice agency with which the school district has an 
 interagency agreement.            (  ) 
 
The undersigned agrees that the information obtained will only be redisclosed consistent with state or 
federal law without the written permission of the parents of the student, or the student if the student is of 
majority age. 
 
                                                                                                                                            
(Signature)                                                                (Title) 
 
 
 
APPROVED:  Date:                                    
    Address:                                  
 
Signature:                            _________ City:                                     
Title:                                 ________ State:                   ____________   ZIP          _____ 
Dated:                              ______________ Phone Number:                            
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PARENTAL AUTHORIZATION FOR RELEASE OF STUDENT RECORDS 
 
 

The undersigned hereby authorizes the  
District to release copies of the following official student records: 
 
                                                                                
 
                                                                                
 
concerning                                                                        
   (Full Legal Name of Student) (Date of Birth) 
 
                                                           from                 to                   
(Name of Last School Attended)           (Year(s) of Attend.) 
 
The reason for this request is:                                                                                                                                       
 
                    
  
 
My relationship to the child is:                                                
 
Copies of the records to be released are to be furnished to: 
 
  (  )  the undersigned 
  (  )  the student 
  (  )  other (please specify)                                           
 
 
                                                 Date:                                    
 (Signature) 
  
 Address:                                 
      
 City:                                    
      
 State:                        ZIP        
      
 Phone Number:                            
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REQUEST FOR HEARING ON CORRECTION OF STUDENT RECORDS 
 
 
To:                                           Address:                                   
 Board Secretary (Custodian) 
 
I believe certain official student records of my child,                                                     , (Full Legal Name 
of Student),                                      (School Name), are inaccurate, misleading or in violation of privacy or 
other rights of my child. 
 
The official education records which I believe are inaccurate, misleading or in violation of the privacy or 
other rights of my child are: 
                                                                                                                                                                   
 
                                                                                          
 
The reason I believe such records are inaccurate, misleading or in violation of the privacy or other rights of 
my child is: 
                                                                                                                                                                  
 
                                                                                           
 
 
My relationship to the child is:                                                
 
I understand that I will be notified in writing of the time and place of the hearing; that I will be notified in 
writing of the decision; and I have the right to appeal the decision by so notifying the hearing officer in 
writing within ten days after my receipt of the decision. 
 
                                                      
             (Signature) 
 
             Date:                                    
             Address:                                 
             City:                                    
             State:                        ZIP         
             Phone Number:                             
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PARENTAL REQUEST FOR EXAMINATION OF STUDENT RECORDS 
 
 
To:                                      Address:                                   
 Board Secretary (Custodian) 
 
The undersigned desires to examine the following official education records. 
 
                                                                                                                                                               
 
                                                                                            
 
of                                    ,                                           
    (Full Legal Name of Student)  (Date of Birth) (Grade) 
 
                                                                                
(Name of School) 
 
My relationship to the student is:                                              
 
(check one) 
      I do 
      I do not 
 
desire a copy of such records.  I understand that a reasonable charge will be made for the copies. 
 
 
                                           
(Parent's Signature) 
      
Date:                                         
Address:                                 
City:                                    
State:                     ZIP           
Phone Number:                            
 
 
 
 
 
APPROVED:         
Date:                                               
Signature:                         __________________   
Title:                              ____________________  
Dated:                                    
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NOTIFICATION OF TRANSFER OF STUDENT RECORDS 
 
 
To:                                     Date:                                    
 Parent/or Guardian 
 
Street Address:                                                             
City/State:                                            ZIP:                 
 

Please be notified that copies of the  
(Community School District's official student records concerning                                        , (Full Legal 
Name of Student) have been transferred to: 
 
 
                                                                                    
School District Name      Address 
 
upon the written statement that the student intends to enroll in said school system. 
 
If you desire a copy of such records furnished, please check here     and return this form to the 
undersigned.  A reasonable charge will be made for the copies. 
 
 
 
If you believe such records transferred are inaccurate, misleading or otherwise in violation of the privacy 
or other rights of the student, you have the right to a hearing to challenge the contents of such records. 
 
 
                                          
(Name) 
 
                                           
(Title) 
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LETTER TO PARENT REGARDING RECEIPT OF A SUBPOENA 
 
 
 
 
 
 
 
 
 
Date 
 
 
 
Dear     ____________: 
 
This letter is to notify you that the Glidden Ralston Community School District has received 

a      (subpoena or court order)     requesting copies of your child's permanent records.  The specific 

records requested are                                                     . 

 

The school district has until                                                        to deliver the documents 

to   (requesting party on subpoena or court order).  If you have any questions, please do not hesitate to 

contact me at   712-659-3411.  

 
Sincerely, 
 
 
 
 
(Principal or Superintendent) 
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JUVENILE JUSTICE AGENCY INFORMATION SHARING AGREEMENT 
 
 
Statement of Purpose:  The purpose of this Agreement is to allow for the sharing of information among 
the School District and the Agencies prior to a student's adjudication in order to promote and 
collaborate to improve school safety, reduce alcohol and illegal drug use, reduce truancy, reduce in-
school and out-of-school suspensions, and to support alternatives to in-school and out-of-school 
suspensions and expulsions which provide structured and well supervised educational programs 
supplemented by coordinated and appropriate services designed to correct behaviors that lead to 
truancy, suspension, and expulsions and to support students in successfully completing their education. 
 

Identification of Agencies:  This agreement is between the  
               

17. The school, to the extent practicable, will provide opportunities for the informed 
participation of parents and family members (including parents and family members who have 
limited English proficiency, parents and family members with disabilities, and parents and 
family members of migratory children) by providing information and school reports required 
under Section 1111 in a format and language the parties can understand. (ESSA Section 
11116(Community School District (hereinafter "School District") and   (agencies 
listed) (hereinafter "Agencies")   . 
 
Statutory Authority:  This agreement implements Iowa Code § 280.25 and is consistent with 34 C.F.R. 
99.38 (2006). 
 
Parameters of Information Exchange: 

1. The School District may share any information with the Agencies contained in a student's 
permanent record which is directly related to the juvenile justice system's ability to effectively 
serve the student. 
2. Prior to adjudication information contained in the permanent record may be disclosed by the 
school district to the Agencies without parental consent or court order. 
3. Information contained in a student's permanent record may be disclosed by the School District 
to the Agencies after adjudication only with parental consent or a court order. 
4. Information shared pursuant to the agreement is used solely for determining the programs and 
services appropriate to the needs of the student or student's family or coordinating the delivery of 
programs and services to the student or student's family. 
5. Information shared under the agreement is not admissible in any court proceedings which take 
place prior to a disposition hearing, unless written consent is obtained from a student's parent, 
guardian, or legal or actual custodian. 
6. Information obtained by the school from other juvenile justice agencies may not be used as the 
basis for disciplinary action of the student. 
7. This agreement only governs a school district's ability to share information and the purposes for 
which that information can be used.  Other agencies are bound by their own respective 
confidentiality policies. 

 
Records' Transmission:  The individual requesting the information should contact the principal of the 
building in which the student is currently enrolled or was enrolled.  The principal will forward the 
records within 10 business days of the request. 
 
Confidentiality:  Confidential information shared between the Agencies and the school district will 



 
 
 

PATON-CHURDAN POLICY REFERENCE MANUAL 

remain confidential and will not be shared with any other person, unless otherwise provided by law.  
Information shared under the agreement is not admissible in any court proceedings which take place 
prior to a disposition hearing, unless written consent is obtained from a student's parent.  Agencies or 
individuals violating the terms of this agreement subject their entity represented and themselves 
personally to legal action pursuant to federal and state law.   
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JUVENILE JUSTICE AGENCY INFORMATION SHARING AGREEMENT 
 
 
Amendments:  This agreement constitutes the entire agreement among the agencies with respect to 
information sharing.  Agencies may be added to this agreement at the discretion of the school district. 
 
Term:  This agreement is effective from   September 1, 2001   .  
 
Termination:  The School District may discontinue information sharing with an Agency if the School 
District determines that the Agency has violated the intent or letter of this Agreement.  
 
APPROVED: 
 
Signature       Address: 
 
Title        City  
 
Agency       State    Zip 
 
Dated       Phone Number 
 
 
Signature       Address: 
 
Title        City  
 
Agency       State    Zip 
 
Dated       Phone Number 
 

 
Signature       Address: 
 
Title        City  
 
Agency       State    Zip 
 
Dated       Phone Number 

 
 
Signature       Address: 
 
Title        City  
 
Agency       State    Zip 
 
Dated       Phone Number 

 
Approved April 1995  Reviewed    March, 2016  Revised July, 2001  
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ANNUAL NOTICE 

 
 
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 education records.  They are: 

(1) The right to inspect and review the student's education records within 45 days of the day the 
district receives a request for access. 

Parents or eligible students should submit to the school principal (or appropriate school official) 
a written request 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. 

(2) The right to request the amendment of the student's education records that the parent or eligible 
student believes are inaccurate or misleading or in violation of the student's privacy rights. 

Parents or eligible students may ask the school district to amend a record that they believe is 
inaccurate or misleading.  They should write the school principal, clearly identify the part of the 
record they want changed, and specify why it is inaccurate or misleading. 

If the district decides not to amend the record as requested by the parent or eligible student, the 
district will notify the parent or eligible student of the decision and advise them of their right to 
a hearing regarding the request for amendment.  Additional information regarding the hearing 
procedures will be provided to the parent or eligible student when notified of the right to a 
hearing. 

(3) The right to consent to disclosures of personally identifiable information contained in the 
student's education 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 the district as an 
administrator, supervisor, instructor, or support staff member (including health or medical staff 
and law enforcement unit personnel); a person serving on the school board; a person or 
company with whom the district has contracted to perform a special task (such as an attorney, 
auditor, AEA employees, medical consultant, or therapist); or a parent or student serving on an 
official committee, such as a disciplinary or grievance committee or student assistance team, or 
assisting another school official in performing his or her tasks. 

A school official has a legitimate educational interest if the official needs to review an 
education record in order to fulfill his or her professional responsibility. 

[Upon request, the district discloses education records without consent to officials of another 
school district in which a student seeks or intends to enroll.  (Note:  FERPA requires a school 
district to make a reasonable attempt to notify the parent or eligible student of the records 
request unless it states in its annual notification that it intends to forward records on request.)] 

(4) The right to inform the school district that the parent does not want directory information, as 
defined below, to be released.  Directory information can be released without prior parental 
consent. 

 

Approved April 1995  Reviewed    Oct. 2021  Revised July, 2001   
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ANNUAL NOTICE 

 

Any student over the age of eighteen or parent not wanting this information released to the  
public must make object in writing by                       to the principal.  The objection needs to be 
renewed annually.   
 
(The following is the suggested list in the federal law but boards can add or subtract from the list.) 

NAME, ADDRESS, TELEPHONE LISTING, DATE AND PLACE OF BIRTH, E-MAIL 
ADDRESS, GRADE LEVEL, ENROLLMENT STATUS, MAJOR FIELD OF STUDY, 
PARTICIPATION IN OFFICIALLY RECOGNIZED ACTIVITIES AND SPORTS, WEIGHT AND 
HEIGHT OF MEMBERS OF ATHLETIC TEAMS, DATES OF ATTENDANCE, DEGREES AND 
AWARDS RECEIVED, THE MOST RECENT PREVIOUS SCHOOL OR INSTITUTION 
ATTENDED BY THE STUDENT, PHOTOGRAPH AND LIKENESS AND OTHER SIMILAR 
INFORMATION. 

 

(5) The right to file a complaint with the U.S. Department of Education concerning alleged failures 
by the district to comply with the requirements of FERPA.  The name and address of the office that 
administers FERPA is: 

Family Policy Compliance Office, U.S. Department of Education,  

400 Maryland Ave., SW, Washington, DC, 20202-4605. 

 
[The School District may share any information with the Parties contained in a student's permanent 
record, which is directly related to the juvenile justice system's ability to effectively serve the student.  
Prior to adjudication information contained in the permanent record may be disclosed by the School 
District to the Parties without parental consent or court order.  Information contained in a student's 
permanent record may be disclosed by the School District to the Parties after adjudication only with 
parental consent or a court order.  Information shared pursuant to the agreement is used solely for 
determining the programs and services appropriate to the needs of the student or student's family or 
coordinating the delivery of programs and services to the student or student's family.  Information 
shared under the agreement is not admissible in any court proceedings, which take place prior to a 
disposition hearing, unless written consent is obtained from a student's parent, guardian, or legal or 
actual custodian.  Information obtained from others shall not be used for the basis of disciplinary 
action of the student.  This agreement only governs a school district's ability to share information 
and the purposes for which that information can be used. 
 
 

 
 
 
 
 
 
 
 
Approved April 1995  Reviewed    Oct. 2021  Revised July, 2001   
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USE OF STUDENT RECORDS REGULATION 
 
 
Student records are all official records, files, and data directly related to students, including all material 
incorporated into each student's cumulative record folder and intended for school use or to be available to 
parties outside the school or school system specifically including, but not necessarily limited to:  dates of 
attendance; academic work completed; level of achievement (grades, standardized test scores); 
attendance data; scores on standardized intelligence, aptitude, and psychological tests; interest inventory 
results; health data; family background information; teacher or counselor ratings and observations; and 
verified reports of serious or recurrent behavior patterns. 
 
The intent of this regulation is to establish procedures for granting requests from parents for access to 
their child's records, use of the data, and procedures for its transmittal within forty-five calendar days. 
 
A. Access to Records 
 

1. The parent or legal guardian of a student will have access to these records upon written 
request to the board secretary. 

 
The parent or legal guardian will, upon written request to the board secretary, have the 
opportunity to receive an interpretation of the records, have the right to question the data, 
and, if a difference of opinion is noted, is permitted to file a letter in the cumulative 
folder stating the dissenting person's position.  If further challenge is made to the record, 
the normal appeal procedures established by school policy will be followed. 

 
A student, eighteen years or older, has the right to determine who, outside the school 
system, has access to the records.  Parents of students who are 18 years or older but still 
dependents for income tax purposes may access the student's records without prior 
permission of the student. 

 
2. School officials having access to student records are defined as having a legitimate 

educational interest.  A school official is a person employed by the school district as an 
administrator, supervisor, instructor or support staff member (including health or 
medical staff and law enforcement unit personnel); a person serving on the school board; 
a person or company with whom the school district has contracted to perform a special 
task (such as an attorney, auditor, AEA employee, medical consultant, or therapist); or a 
parent or student serving on an official committee, such as disciplinary or grievance 
committee or student assistance team, or assisting another school official in performing 
his or her tasks.   

 
B. Release of Information Outside the School 
 

1. To release student records to other school(s) in which the student intends to enroll, the 
parents, legal guardian, or eligible student must be notified of the transfer and the kinds 
of information being released unless the school district annually notifies parents that the 
records will be sent automatically. 
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USE OF STUDENT RECORDS REGULATION 

 
 

2. Student records may be released to official education and other government agencies 
only if allowed by state or federal law. 

 
3. To release student records to other persons or agencies, written consent is given by the 

parent, legal guardian, or a student of majority age.  This consent form will state which 
records are released, to whom they are released, and the reason for the release.  A copy 
of the specific records being released will be made available to the person signing the 
release form if requested. 

 
4. Before furnishing student records in compliance with judicial orders or pursuant to any 

lawfully issued subpoena, the school district will make a reasonable attempt to notify the 
parents, legal guardian, or eligible student are notified in advance. 

 
 [5. Student records may be shared with juvenile justice agencies with which the school 
district has an interagency agreement.  This information is shared without prior parental consent.  The 
agreement is a public document available for inspection.] 
 
 
Hearing Procedures 
 

1. Upon parental request, the school district will hold a hearing regarding the content of a 
student’s records which the parent believes to be inaccurate, misleading, or in violation 
of the privacy rights of students. 

 
2. The hearing will be held within a reasonable time after receipt of the parent or eligible 

student’s request.  The parent or eligible student will receive reasonable advance notice 
of date, time and place of the hearing. 

 
3. The hearing officer may be an employee of the school district so long as the employee 

does not have a direct interest in the outcome of the hearing. 
 

4. The parents or eligible student will be given a full and fair opportunity to present 
evidence relevant to the issues.  The parent or eligible student may be represented by an 
individual at their choice at their own expense. 

 
5. The hearing officer will render a written decision within a reasonable period after the 

hearing.  The decision will be based upon evidence presented at the hearing and must 
include a summary of the evidence and the reasons for the decision. 

 
6. The parents may appeal the hearing officers decision to the superintendent 

within   5    days if the superintendent does not have a direct interest in the outcome of 
the hearing. 

 
7. The parents may appeal the superintendent’s decision, or the hearing officers decision if 

the superintendent was unable to hear the appeal, to the board within  10    days.  It is 
within the discretion of the board to hear the appeal.  
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STUDENT DIRECTORY INFORMATION 
 
 
Student directory information is designed to be used internally within the school district.  Directory 
information is defined in the annual notice.  It may include the student's name, address, telephone 
number, date and place of birth, e-mail address, grade level, enrollment status, major field of study, 
participation in officially recognized activities and sports, weight and height of members of athletic 
teams, dates of attendance, degrees and awards received, the most recent previous educational agency 
or institution attended by the student, photograph and other likeness, and other similar information. 
 
Prior to developing a student directory or to giving general information to the public, parents will be 
given notice annually of the intent to develop a directory or to give out general information and have 
the opportunity to deny the inclusion of their child's information in the directory or in the general 
information about the students. 
 
It is the responsibility of the superintendent to provide notice and to determine the method of notice that 
will inform parents. 
 
 
NOTE:  This is a mandatory policy.  A school district may limit what it considers to be directory 
information.  If the school district limits the information, it must also make those changes in the 
school district's annual notice.  For more detailed discussion of this issue, see IASB's Policy Primer, 
Vol. 136 #3 – September 30, 2000. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 504 Student Activities 
 506 Student Records 
 901 Public Examination of School District Records 
 902.4 Live Broadcast or videotaping 
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PARENTAL AUTHORIZATION FOR RELEASING STUDENT DIRECTORY INFORMATION 
 
 

The Paton-Churdan Community School District has adopted a policy designed to assure parents and 
students the full implementation, protection and enjoyment of their rights under the Family Educational 

Rights and Privacy Act of 1974 (FERPA).  A copy of the school district's policy is available for review in 
the office of the principal of all of our schools. 

 
This law requires the school district to designate as "directory information" any personally identifiable 
information taken from a student's educational records prior to making such information available to the 
public. 
 
The school district has designated the following information as directory information: The school district 
has designated the following information as directory information:  student's name, address and telephone 
number; date and place of birth; email address, grade level, enrollment status, major field of study; 
participation in officially recognized activities and sports; weight and height of members of athletic teams; 
dates of attendance; degrees and awards received; and the most recent previous educational institution 
attended by the student; photograph and other likeness and other similar information.  You have the right 
to refuse the designation of any or all of the categories of personally identifiable information as directory 
information with respect to your student provided that you notify the school district in writing not later than 
___________ , 20__ of this school year.  If you desire to make such a refusal, please complete and return 
the slip attached to this notice. 
If you have no objection to the use of student information, you do not need to take any action. 
 
------------------------------------------------------------------------------- 
 

RETURN THIS FORM 
 
 (Community School District 
 
Parental Directions to Withhold Student/Directory Information for Education Purposes, for 20   - 
20   school year. 
 
Student Name:                                             Date of Birth        
 
School:                                                   Grade:               
 
                                                                                     
(Signature of Parent/Legal Guardian/Custodian of Child)  (Date) 
 
 
This form must be returned to your child's homeroom teacher no later than         , 20  . 
Additional forms are available at your child’s school. 
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USE OF DIRECTORY INFORMATION 
 
 
The student handbook or similar publication given to each student which contains general information 
about the school shall contain the following statement which shall be published at least annually in a 
prominent place or in a newspaper of general circulation in the school district: 
 
 The following information may be released to the public in regard to any individual student 

of the school district as needed.  Any student over the age of eighteen or parent not wanting 
this information released to the public must make objection in writing by            
____________  to the principal.  The objection needs to be renewed annually. 

 
NAME, ADDRESS, TELEPHONE LISTING, EMAIL ADDRESS, DATE AND PLACE OF 
BIRTH, MAJOR FIELD OF STUDY, PARTICIPATION IN OFFICIALLY RECOGNIZED 
ACTIVITIES AND SPORTS, WEIGHT AND HEIGHT OF MEMBERS OF ATHLETIC TEAMS, 
DATES OF ATTENDANCE, DEGREES AND AWARDS RECEIVED, THE MOST RECENT 
PREVIOUS SCHOOL OR INSTITUTION ATTENDED BY THE STUDENT, PHOTOGRAPH 
AND LIKENESS AND OTHER SIMILAR INFORMATION.   

   
 DATED _________________________________ , 20___ . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved April 1995  Reviewed Oct. 2021  Revised July, 2001   
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STUDENT PHOTOGRAPHS 
 
 
The board will permit student "portrait" photographs to be taken on school premises by a commercial 
photographer as a service to the students and their families. 
 
Parents will be notified prior to the taking of pictures by a commercial photographer for student "portraits."  
In no case will students be required to have their picture taken or be pressured to purchase pictures. 
 
Students or commercial photographers may take pictures of students upon consent for such things as the 
yearbook or student newspaper. 
 
It shall be the responsibility of the superintendent, in conjunction with the principal, to develop 
administrative rules regarding student photographs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 506  Student Records 
 
Approved April 1995  Reviewed Oct. 2021  Revised     

      



 
 
 

PATON-CHURDAN POLICY REFERENCE MANUAL 

 Code No.  506.4 
      
 

STUDENT LIBRARY CIRCULATION RECORDS 
 
 
Student library circulation records are designed to be used internally to assist in the orderly administration 
of the school district libraries.  As a general rule, student library circulation records are considered 
confidential records and will not be released without parental consent.  Individuals who may access such 
records include a student's parents, the student, authorized licensed employees, authorized government 
officials from the U.S. Comptroller General, the Secretary of Education, the Commissioner and Director 
of the National Institute of Education, and the Assistant Secretary for Education and State Education 
Department.  Appropriate authorities in a health or safety emergency may access the student's library 
circulation records without the approval or the notification of the student's parents.  Parents may not 
access records, without the student's permission, of a student who has reached the age of majority or who 
is attending a post-secondary educational institution unless the student is considered a dependent for tax 
purposes.   
   
It is the teacher-librarian's responsibility, as the person maintaining the student library circulation records, 
to approve requests for access to student library circulation records.  Students' library circulation records 
may be accessed during the regular business hours of the school district.  If copies of documents are 
requested, a fee for such copying may be charged.   
   
It is the responsibility of the superintendent, in conjunction with the teacher or teacher-librarian, to 
develop administrative regulations regarding this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 506  Student Records 
 
 
Approved April 1995 Reviewed Oct. 2021  Revised     
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STUDENT HEALTH AND IMMUNIZATION CERTIFICATES 
 
 
Students desiring to participate in athletic activities or enrolling in kindergarten or first grade in the school 
district shall have a physical examination by a licensed physician and provide proof of such an examination 
to the school district.  A physical examination and proof of such an examination may be required by the 
administration for students in other grades enrolling for the first time in the school district. 
 
A certificate of health stating the results of a physical examination and signed by the physician shall be on 
file at the attendance center.  Each student shall submit an up-to-date certificate of health upon the request 
of the superintendent.  Failure to provide this information may be grounds for disciplinary action. 
 
Students enrolling for the first time in the school district shall also submit a certificate of immunization 
against diphtheria, pertussis, tetanus, poliomyelitis, rubeola, rubella, and other immunizations required by 
law.  The student may be admitted conditionally, if the student has not yet completed the immunization 
process but is in the process of doing so.  Failure to meet the immunization requirement will be grounds for 
suspension, expulsion or denial of admission.  Upon recommendation of the Iowa Department of Education 
and Iowa Department of Public Health, students entering the district for the first time may be required to 
pass a TB test prior to admission.  The district may conduct TB tests of current students. 
 
Exemptions from the immunization requirement in this policy will be allowed only for medical or religious 
reasons recognized under the law.  The student must provide a valid Iowa State Department of Health 
Certificate of Immunization Exemption to be exempt from this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 402.2   Child Abuse Reporting 
     501     Student Attendance 
     507     Student Health and Well-Being 
 
 
Approved April 1995  Reviewed    Oct. 2021 Revised     
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ADMINISTRATION OF MEDICATION TO STUDENTS 
 
The board is committed to the inclusion of all students in the education program and recognized that 
some students may need prescription and nonprescription medication to participate in their educational 
program. 
 
Medication shall be administered when the student's parent or guardian (hereafter "parent") provides a 
signed and dated written statement requesting medication administration and the medication is in the 
original, labeled container, either as dispensed or in the manufacturer's container.  
 
When administration of the medication requires ongoing professional health judgment, an individual 
health plan shall be developed by an authorized practitioner with the student and the student's parent.  
Students who have demonstrated competence in administering their own medications may self-
administer their medication. A written statement by the student's parent shall be on file requesting co-
administration of medication, when competence has been demonstrated.   By law, students with asthma 
or other airway constricting diseases or students at risk of anaphylaxis who use epinephrine auto-injectors 
may self-administer their medication upon approval of the students parents and prescribing licensed 
health care professional regardless of competency.  
 
Person administering medication shall include authorized practitioners, such as licensed registered nurses 
and physician, and persons to whom authorized practitioners have delegated the administration of 
medication (who have successfully completed a medication administration course).  A medication 
administration course and periodic update shall be conducted by a registered nurse or licensed 
pharmacist, and a record of course completion shall be maintained by the school. 
 
A written medication administration record shall be on file including:  
• date;  
• student’s name;  
• prescriber or person authorizing administration;  
• medication;  
• medication dosage; 
• administration time;  
• administration method;  
• signature and title of the person administering medication; and  
• any unusual circumstances, actions, or omissions. 
 
Medication shall be stored in a secured area unless an alternate provision is documented.  Emergency 
protocols for medication-related reactions shall be posted.  Medication information shall be confidential 
information as provided by law. 
 
Disposal of unused, discontinued/recalled, or expired medication shall be in compliance with federal and 
state law.  Prior to disposal school personnel shall make a reasonable attempt to return medication by 
providing written notification that expired, discontinued, or unused medications needs to be picked up.  If 
medication is not picked up the date specified, disposal shall be in accordance with the disposal 
procedures for the specific category of medication. 
 
Note: this law reflects the Iowa Department of Education’s special education administrative rule 
regarding administration of medication.  Since there are no rules addressing students not receiving 
special education service, IASB has written the sample policies and regulations to address all students. 
 
Approved December, 2008 Reviewed Oct. 2021 Revised March, 2016  
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ADMINISTRATION OF MEDICATION TO STUDENTS 

 
 
Iowa law requires school districts to allow students with asthma or other airway constricting disease to 
carry and self-administer their medication as long as the parents and prescribing physician report and 
approve in writing.  Students do not have to prove competency to the school district. The consent form, 
see 507.2E1, is all that is required.  School districts that determine students are abusing their self-
administration may either withdraw the self-administration if medically advisable or discipline the 
student, or both. 
 
NOTE: Disposal procedures reflect the Iowa Department of Education School Medication Waste 
Guidance, issued in May 2015. 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 506 Student Records 
   507 Student Health and Well-Being 
   603.3 Special Education 
   607.2 Student Health Services 

 
 
 
 
Approved December 2008 Reviewed Oct. 2021 Revised March, 2016   



 
 
 

PATON-CHURDAN POLICY REFERENCE MANUAL 

      Code No. 507.2E1 
Page 1 of 2 

 
 

AUTHORIZATION ASTHMA OR OTHER AIRWAY CONSTRICTION DISEASE MEDICATION OR 
EPINEPHRINE AUTO-INJECTOR SELF-ADMINISTRATION CONSENT FORM 

 
_________________________________ ___/___/___ _________________ ___/___/___ 
Student's Name (Last), (First)  (Middle)      Birthday  School         Date 
 
 
The following must occur for a student to self-administer asthma or other airway constricting disease 
medication or for a student with a risk of anaphylaxis to self-administer an epinephrine auto-injector: 
 

• Parent/guardian provides signed, dated authorization for student medication self-administration. 
• Parent/guardian provides a written statement from the student’s licensed health care profession al (A 

person licensed under chapter 148 to practice medicine and surgery or osteopathic medicine and 
surgery, and advanced registered nurse practitioner licensed under chapter 152 or 152E and 
registered with the board of nursing, or a physician assistant licensed to practice under the 
supervision of a physician as authorized in chapters 147 and 148C) containing the following: 

o Name and purpose of the medication,  
o Prescribed dosage, and  
o Times or special circumstances under which the medication or epinephrine auto-injector is 

to be administered. 
• The medication is in the original, labeled container as dispensed or the manufacturer's labeled 

container containing the student name, name of the medication, directions for use, and date. 
• Authorization shall be renewed annually.  In addition, if any changes occur in the medication, 

dosage or time of administration, the parent is to notify school officials immediately. The 
authorization shall be reviewed as soon as practical. 

 
Provided the above requirements are fulfilled, the school shall permit the self-administration of medication 
by a student with asthma or other airway constricting disease or the use of an epinephrine auto-injector by a 
student with a rick of anaphylaxis while in school, at school-sponsored activities, under the supervision of 
school personnel, and before or after normal school activities, such as while in before-school or after- school 
care on school-operated property.  If the student abuses the self-administration policy, the ability to self-
administer may be withdrawn by the school or discipline may be imposed, after notification si provided to 
the student’s parent. 
 
Pursuant to state law, the school district or and its employees are to incur no liability, except for gross 
negligence, as a result of any injury arising from self-administration of medication or use of an epinephrine 
auto-injector  by the student. The parent or guardian of the student shall sign a statement acknowledging that 
the school district is to incur no liability, except for gross negligence, as a result of self-administration of 
medication or an epinephrine auto-injector by the student as provided by law 
 
 
 
 
 
 
 
. 
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AUTHORIZATION-ASTHMAOR AIRWAY CONSTRICTING MEDICATION  
SELF-AMINISTRATION CONSENT FORM 

 
             
Medication  Dosage  Route     Time 
 
             
Purpose of Medication & Administration /Instructions 
 
         / /  
Special Circumstances      Discontinue/Re-Evaluate/ 

Follow-up Date 
 
         /     /    
Prescriber’s Signature      Date 
 
             
Prescriber’s Address      Emergency Phone 
 

• I request the above named student possess and self-administer asthma or other airway constricting 
disease medication(s) and/or an epinephrine auto-injector at school and in school activities 
according to the authorization and instructions.  

• I understand the school district and its employees acting reasonably and in good faith shall incur no 
liability for any improper use of medication or an epinephrine auto-injector or for supervising, 
monitoring, or interfering with a student's self-administration of medication or use of an epinephrine 
auto-injector.  I acknowledge that the school district is to incur no liability, except for gross 
negligence, as a result of self-administration of medication or use of an epinephrine auto-injector by 
the student. 

• I agree to coordinate and work with school personnel and notify them when questions arise or 
relevant conditions change. 

• I agree to provide safe delivery of medication and equipment to and from school and to pick up 
remaining medication and equipment.  

• I agree the information is shared with school personnel in accordance with the Family Education 
Rights and Privacy Act (FERPA) and any other applicable laws..  

• I agree to provide the school with back-up medication approved in this form. 
• (Student maintains self-administration record.) (Note: This bullet is recommended but not 

required.) 
         / /  
Parent/Guardian Signature      Date 
(agreed to above statement)    
             
Parent/Guardian Address     Home Phone 
             
        Business Phone 
 
             
 
             
 
             
Self-Administration Authorization Additional Information                              
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PARENTAL AUTHORIZATION AND RELEASE FORM FOR THE ADMINISTRATION 
OF MEDICATION TO STUDENTS 

 
________________________________  ___/___/___  ___/___/___ 
Student's Name (Last), (First), (Middle)         Birthday   Date 
 
School medications and health services are administered following these guidelines: 
 

• Parent has provided a signed, dated authorization to administer medication and/or provide the 
health service. 

• The medication is in the original, labeled container as dispensed or the manufacturer's labeled 
container.  

• The medication label contains the student’s name, name of the medication, directions for use, and 
date. 

• Authorization is renewed annually and as soon as practical when the parent notifies the school that 
changes are necessary. 

 
                
Medication/Health Care   Dosage   Route   Time at School 
 
             
 
             
Administration instructions 
 
             
 
             
Special Directives, Signs to Observe and Side Effects 
 
 / /  
Discontinue/Re-Evaluate/Follow-up Date 
 
        / /  
Prescriber’s Signature     Date 
 
            
Prescriber's Address     Emergency Phone 
 
I request the above named student carry medication at school and school activities, according to the 
prescription, or other medication administration instructions, and a written record kept.  Special 
considerations are noted above.  The information is confidential except as provided by the Family 
Educational Rights and Privacy Act (FERPA) and any other applicable law.  I agree to coordinate and 
work the school personnel and prescriber (if any) when questions arise.  I agree to provide a safe delivery 
of medication and equipment to and from school and to pick up remaining medication and equipment.  
Procedures for medication disposal shall be in accordance with federal and state law. 
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PARENTAL AUTHORIZATION AND RELEASE FORM FOR THE ADMINSTRATION 
OF MEDICATION TO STUDENTS 

 
 

 
 
         / /  
Parent's Signature      Date 
 
            
Parent's Address      Home Phone 
 
            
Additional Information      Business Phone 
             
   
             
 
             
Authorization Form 
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COMMUNICABLE DISEASES - STUDENTS 
 
 
Students with a communicable disease will be allowed to attend school provided their presence does not 
create a substantial risk of illness or transmission to other students or employees.  The term "communicable 
disease" will mean an infectious or contagious disease spread from person to person, or animal to person, 
or as defined by law.   
   
Prevention and control of communicable diseases is included in the school district's bloodborne pathogens 
exposure control plan.  The procedures will include scope and application, definitions, exposure control, 
methods of compliance, universal precautions, vaccination, post-exposure evaluation, follow-up, 
communication of hazards to employees and record keeping.  This plan is reviewed annually by the 
superintendent and school nurse.   
   
The health risk to immunosupressed students is determined by their personal physician.  The health risk to 
others in the school district environment from the presence of a student with a communicable disease is 
determined on a case-by-case basis by the student's personal physician, a physician chosen by the school 
district or public health officials.   
   
It is the responsibility of the superintendent, in conjunction with the school nurse, to develop administrative 
regulations stating the procedures for dealing with students with a communicable disease.   
   
For more information on communicable disease charts, and reporting forms, go to the Iowa Department of 
Public Health Web site:  http://www.idph.state.ia.us   
   
NOTE:  This policy is consistent with current health practices regarding communicable diseases.  The 
bloodborne pathogen language in the second paragraph and accompanying regulation is in compliance with 
federal law on control of bloodborne pathogens. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 403.3  Communicable Diseases - Employees 
     506    Student Records 
     507    Student Health and Well-Being 
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REPORTABLE INFECTIOUS DISEASES 
 
 
While the school district is not responsible for reporting, the following infectious diseases are required to 
be reported to the state and local public health offices: 
 
Acquired Immune Deficiendy Syndrome (AIDS) 
Amebiasis 
Anthrax 
Botulism (bacterial or viral) 
Brucellosis 
Campylobacteriosis 
Chancroid 
Chlamydia Trachomatis 
Cholera 
Diphtheria 
E. Coli 0157:h7 
Encephalitis 
Giardiasis 
Gonorrhea 
Granuloma Inguinale 
Hepatitis, (A,B, Non A-Non-B Unspecified) 
Histoplasmosis 
Human Immunodeficiency Virus (HIV) infection other than AIDS 
Influenza 
Legionellosis 
Leprosy 
Leptospirosis 
Lyme Disease 
Lymphogranuloma 
Malaria 
Meningitis 

Mumps 
Parvovirus B 19 infection (fifth disease and other complications) 
Pertussis (Whooping Cough) 
Plague 
Poliomyelitis (viral) 
Psittacosis 
Rabies 
Reye’s Syndrome 
Rheumatic Fever 
Rocky Mountain Spotted Fever 
Rubella (Congenital Syndrome) 
Rubella (German Measles) 
Rubeola (Measles) 
Salmonellosis 
Shigellosis 
Tetanus 
Toxic Shock Syndrome 
Trichinosis 
Tuberculosis 
Tularemia 
Typhoid Fever 
Typhus Fever 
Venereal Disease 
Venereum 
Syphilis 
Yellow Fever 

 
 
Any other disease which is unusual in incidence, occurs in unusual numbers of circumstances, or appears 
to be of public health concern, e.g., epidemic diarrhea, food or waterborne outbreaks, acute respiratory 
illness. 
  
NOTE:  Be sure to mail the appropriate copies to both the state and local public health offices.  School 
districts must submit a report weekly if there are cases of mumps, chicken pox, erythema infectiosum, 
gastroenteritis, influenza-like illnesses and if the number is greater than 10 percent of the school district's 
enrollment. 
 
 
 
 
 
 
 
Approved April 1995 Reviewed Oct. 2021 Revised      
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STUDENT ILLNESS OR INJURY AT SCHOOL 
 
 
When a student becomes ill or is injured at school, the school district will attempt to notify the student's 
parents as soon as possible.   
   
The school district, while not responsible for medical treatment of an ill or injured student, will have 
employees present administer emergency or minor first aid if possible.  An ill or injured child will be turned 
over to the care of the parents or qualified medical employees as quickly as possible.   
   
It is the responsibility of the principal to file an accident report with the superintendent within twenty-four 
hours after the student is injured.   
   
Annually, parents are required to complete a medical emergency authorization form indicating the 
procedures to be followed, if possible, in an emergency involving their child.  The authorization form will 
also include the phone numbers of the parents and alternative numbers to call in case of an injury or illness. 
  
   
The superintendent is responsible, in conjunction with the school nurse, to develop rules and regulations 
governing the procedure in the event a student should become ill or be injured at school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 507  Student Health and Well-Being 
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EMERGENCY PLANS AND DRILLS 
 
 
Students will be informed of the appropriate action to take in an emergency.  Emergency drills for fire, 
weather, and other disasters are conducted each school year.  Fire and tornado drills are each conducted 
regularly during the academic school year with a minimum of two before December 31 and two after 
January 1.   
   
Each attendance center will develop and maintain a written plan containing emergency and disaster 
procedures.  The plan will be communicated to and reviewed with employees.  Employees will participate 
in emergency drills.  Licensed employees are responsible for instructing the proper techniques to be 
followed in the drill. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 507     Student Health and Well-Being 
     711.7   School Bus Safety Instruction 
     804     Safety Program 
 
 
Approved April 1995  Reviewed Oct. 2021  Revised      



 
 
 

PATON-CHURDAN POLICY REFERENCE MANUAL 

      Code No.  507.6 
 
 

STUDENT INSURANCE 
 
 
Students shall have the opportunity to participate in the health and accident insurance plan selected by the 
school district.  The cost of the health and accident insurance program shall be borne by the student.  
Participation in the insurance health and accident plan is not a contract with the school district, but rather, 
a contract between the insurance company and the student. 
 
[Students participating in intramural or extracurricular athletics shall be required to have health and 
accident insurance.  The student shall bring written proof of insurance or participate in the health and 
accident insurance program selected by the school district.] 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 504  Student Activities 
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CUSTODY AND PARENTAL RIGHTS 
 
 
Disagreements between family members are not the responsibility of the school district.  The school 
district will not take the "side" of one family member over another in a disagreement about custody or 
parental rights.  Court orders that have been issued are followed by the school district.  It is the 
responsibility of the person requesting an action by the school district to inform and provide the school 
district the court order allowing such action.   
   
This policy does not prohibit an employee from listening to a student's problems and concerns.   
   
It is the responsibility of the superintendent to ensure employees remain neutral in a disagreement about 
custody and parental rights. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 506   Student Records 
     507   Student Health and Well-Being 
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STUDENT SPECIAL HEALTH SERVICES 
 
 
The board recognizes that some special education students need special health services during the school 
day.  These students will receive special health services in conjunction with their individualized education 
program.    
   
The superintendent, in conjunction with licensed health personnel, will establish administrative 
regulations for the implementation of this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 502     Student Rights and Responsibilities 
     506     Student Records 
     603.3   Special Education 
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SPECIAL HEALTH SERVICES REGULATION 
 
Some students who require special education need special health services in order to participate in the 
educational program.  These students will receive special health services in accordance with their 
individualized educational program. 
 
A. Definitions 
 
"Assignment and delegation" - occurs when licensed health personnel, in collaboration with the 
education team, determine the special health services to be provided and the qualifications of individuals 
performing the health services.  Primary consideration is given to the recommendation of the licensed 
health personnel.  Each designation considers the student's special health service.  The rationale for the 
designation is documented.  If the designation decision of the team differs from the licensed health 
professional, team members may file a dissenting opinion. 

"Co-administration" - the eligible student's participation in the planning, management and 
implementation of the student's special health service and demonstration of proficiency to licensed health 
personnel. 

"Educational program" - includes all school curricular programs and activities both on and off school 
grounds. 

"Education team" - may include the eligible student, the student's parent, administrator, teacher, licensed 
health personnel, and others involved in the student's educational program. 

"Health assessment" - health data collection, observation, analysis, and interpretation relating to the 
eligible student's educational program. 

"Health instruction" - education by licensed health personnel to prepare qualified designated personnel to 
deliver and perform special health services contained in the eligible student's health plan.  
Documentation of education and periodic updates are on file at school. 

"Individual health plan" - the confidential, written, preplanned and ongoing special health service in the 
educational program.  It includes assessment, planning, implementation, documentation, evaluation and a 
plan for emergencies.  The plan is updated as needed and at least annually.  Licensed health personnel 
develop this written plan with the education team. 

"Licensed health personnel" - includes licensed registered nurse, licensed physician, and other licensed 
health personnel legally authorized to provide special health services and medications. 

"Prescriber" - licensed health personnel legally authorized to prescribe special health services and 
medications. 

"Qualified designated personnel" - persons instructed, supervised and competent in implementing the 
eligible student's health plan. 

“Special health services" - includes, but is not limited to, services for eligible students whose health 
status (stable or unstable) requires: 
 Interpretation or intervention, 
 Administration of health procedures and health care, or 

Use of a health device to compensate for the reduction or loss of a body function. 

"Supervision" - the assessment, delegation, evaluation and documentation of special health services by 
licensed health personnel.  Levels of supervision include situations in which licensed health personnel 
are: physically present. 
 available at the same site. 

 available on call.
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SPECIAL HEALTH SERVICES REGULATION 
 
B. Licensed health personnel will provide special health services under the auspices of the school.  

Duties of the licensed personnel include the duty to: 
• Participate as a member of the education team. 
• Provide the health assessment. 
• Plan, implement and evaluate the written individual health plan. 
• Plan, implement and evaluate special emergency health services. 
• Serve as liaison and encourage participation and communication with health service agencies 

and individuals providing health care. 
• Provide health consultation, counseling and instruction with the eligible student, the student's 

parent and the staff in cooperation and conjunction with the prescriber. 
• Maintain a record of special health services.  The documentation includes the eligible student's 

name, special health service, prescriber or person authorizing, date and time, signature and title 
of the person providing the special health service and any unusual circumstances in the provision 
of such services. 

• Report unusual circumstances to the parent, school administration, and prescriber. 
• Assign and delegate to, instruct, provide technical assistance and supervise qualified designated 

personnel. 
• Update knowledge and skills to meet special health service needs. 

 
C. Prior to the provision of special health services the following will be on file: 

• Written statement by the prescriber detailing the specific method and schedule of the special 
health service, when indicated. 

• Written statement by the student's parent requesting the provision of the special health service. 
• Written report of the preplanning staffing or meeting of the education team. 
• Written individual health plan available in the health record and integrated into the IEP or IFSP. 

 
D. Licensed health personnel, in collaboration with the education team, will determine the special 
health services to be provided and the qualifications of individuals performing the special health 
services.  The documented rationale will include the following: 

• Analysis and interpretation of the special health service needs, health status stability, complexity 
of the service, predictability of the service outcome and risk of improperly performed service. 

• Determination that the special health service, task, procedure or function is part of the person's 
job description. 

• Determination of the assignment and delegation based on the student's needs. 
• Review of the designated person's competency. 
• Determination of initial and ongoing level of supervision required to ensure quality services. 

  
E. Licensed health personnel will supervise the special health services, define the level of 

supervision and document the supervision. 
F. Licensed health personnel will instruct qualified designated personnel to deliver and perform 

special health services contained in the eligible individual health plan.  Documentation of 
instruction and periodic updates are on file at school. 

F. Parents will provide the usual equipment, supplies and necessary maintenance for such.  The 
equipment is stored in a secure area.  The personnel responsible for the equipment are designated 
in the individual health plan.  The individual health plan will designate the role of the school, 
parents, and others in the provision, supply, storage and maintenance of necessary equipment. 
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Code No.  507.9 
WELLNESS POLICY-PATON CHURDAN 

The board promotes healthy students by supporting wellness, good nutrition and regular physical activity 
as a part of the total learning environment. The school district supports a healthy environment where 
students learn and participate in positive dietary and lifestyle practices. By facilitating learning through 
the support and promotion of good nutrition and physical activity, schools contribute to the basic health 
status of students. Improved health optimizes student performance potential.  

The school district provides a comprehensive learning environment for developing and practicing lifelong 
wellness behaviors. The entire school environment, not just the classroom, shall be aligned with healthy 
school district goals to positively influence a student's understanding, beliefs and habits as they relate to 
good nutrition and regular physical activity.  

The school district supports and promotes proper dietary habits contributing to students' health status  

and academic performance. All foods available on school grounds and at school-sponsored activities 
during the instructional day should meet or exceed the school district nutrition standards and in 
compliance with state and federal law. Foods should be served with consideration toward nutritional 
integrity, variety, appeal, taste, safety and packaging to ensure high-quality meals. See the DE guidance 
on Healthy Kids Act, www.tinyurl.com/Iowa-HKA  

The school district will develop a local wellness policy committee comprised of representatives of the 
board, parents, leaders in food/exercise authority and employees. The local wellness policy committee 
will develop a plan to implement and measure the local wellness policy and monitor the effectiveness of 
the policy. The committee will designate an individual to monitor implementation and evaluation the 
implementation of the policy. (See Appendix B) The superintendent will report to the board regarding the 
effectiveness of this policy.  

Specific Wellness Goals  

• specific goals for nutrition education, (see Appendix A)   

• physical activity, (see Appendix A)   

• other school-based activities that are designed to promote student wellness, (see Appendix A)   

Legal Reference:  

Cross Reference:  

Richard B. Russell National School Lunch Act, 42 U.S.C. 1751 et seq. (2005)  

Child Nutrition Act of 1966, 42 U.S.C. 1771 et seq., Iowa Code 256.7(29), 256.11(6) 281 IAC 12.5(19), 
12.5(20), 58.11  

504.5 Student Fund Raising  504.6 Student Activity Program 710.1 School Food Services 710.2 
Free or Reduced Cost Meals Eligibility 710.3 Vending Machines  

Code No. 507.9  
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Nutrition Education and Promotion  

The school district will provide nutrition education and engage in nutrition promotion that:  

• Is offered at each grade level as part of a sequential, comprehensive, standards-based program 
 designed to provide students with the knowledge and skills necessary to promote and protect 
 their health;   

• Promotes fruits, vegetables, whole-grain products, low-fat and fat-free dairy products, healthy 
 food preparation methods and health-enhancing nutrition practices;   

• Emphasizes caloric balance between food intake and physical activity: and   

• Links with meal programs, other foods and nutrition-related community services.  

 Physical Education   

The school district will provide physical education that: Is taught by a certified physical education 
teacher; Is for all students in grades PK-12, including students with disabilities. Includes 90 minutes 
per week in elementary and 3600 minutes annually in high school with moderate to vigorous activity 50% 
of the time;  May be provided in alternative educational settings (i.e. early bird, after school, walking, 
aerobics, intramurals, dance, community education programs, weight programs).  

Daily Recess  

Elementary schools will provide recess for students that:  

• Is at least 30 minutes a day;  

• Is preferably outdoors; and  

• Encourages moderate to vigorous physical activity through the provision of space and equipment.  

Healthy Kids Act - Physical Activity  

Elementary students, K-5 will be required to participate in 30 minutes of physical activity per day. This 
requirement can be met through a combination of PE, recess, classroom and other activities. Students in 
grades 6-12 must engage in physical activity 120 minutes per week in which there are at least five days of 
school. This requirement can be met through a combination of PE, school and non-school sponsored 
athletics and other activities where the body is exerted. The district will monitor how students fulfill this 
requirement using the attached physical activity contract detailing outside activity. (See Appendix C)  

Physical Activity and Punishment  

Employees should not use physical activity (e.g., running laps, pushups) or withhold opportunities for 
physical activity (e.g., recess, physical education) as punishment.  

Other School-Based Activities that Promote Student and Staff Wellness  

The school district will support parents’ efforts to provide a healthy diet and daily physical activity for 
their children. The school district will:  

• Provide information about physical activity opportunities before, during and after the school day; 
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• Share information about physical activity and physical education through the school website, 
school newsletter, or take-home materials, and special events.  The school district values the 
health and well being of every staff member and will plan and implement activities and policies 
that support personal efforts by staff to maintain a healthy lifestyle.  Nutrition Guidelines for 
Foods Available on Campus  School Meals  Meals served through the National School Lunch 
and Breakfast Programs will:   

• Offer both fruits and vegetables for lunch at least 3-5 times a week   

• Replace white flour with whole wheat flour in selected recipes   

• Ensure that bread products served are whole wheat or whole wheat white   

• Offer fresh and/or frozen fruits and vegetables instead of canned (less sodium)   

Code No. 507.9 Appendix A  

• Steam vegetables instead of boiling to prevent nutrient, texture and color loss   

• Beginning fall of 2006, only offer skim and 1% milk products   

• Beginning fall of 2006, only order 100% fruit juices   

• Publish nutritional content information for all regularly served food products   

• Provide water as beverage during meals   

• Be appealing and attractive to children   

• Be served in clean and pleasant settings   

Breakfast  

 To ensure that all children have breakfast, either at home or at school, in order to meet their nutritional 
needs and enhance their ability to learn, schools will:   

• Operate the breakfast program, to the extent possible;   

• Arrange bus schedules and utilize methods to serve breakfasts that encourage participation;   

• Notify parents and students of the availability of school breakfast program; and   

• Encourage parents to provide a healthy breakfast for their children through newsletter  articles, 
take-home materials or other means.   

Meal Times and Scheduling  

The school district:  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• Will schedule meal periods at appropriate times, e.g., lunch should be scheduled between 11 
 a.m. and 1 p.m.; should not schedule tutoring, club or organizational meetings or activities 
 during mealtimes, unless students may eat during such activities;   

• Will provide students access to hand washing or hand sanitizing before they eat meals or 
 snacks; and,   

• Will take reasonable steps to accommodate the tooth-brushing regimens of students with 
 special oral health needs (e.g., orthodontia or high tooth decay risk).   

• Free and Reduced-Priced Meals  The school district will make every effort to eliminate any 
social stigma attached to, and prevent the overt identification of, students who are eligible for free 
and reduced-price meals. 

 Qualification of Food Service Staff 

  Qualified nutrition professionals will administer the meal program. As part of the school district’s 
responsibility to operate a food service program, the school district will: 

 Sharing of Foods   

The school district discourages students from sharing their foods or beverages with one another during 
meal or snack times, given concerns about allergies and other restrictions on some children’s diets.  

 PATON-CHURDAN POLICY REFERENCE MANUAL   

Provide continuing professional development programs that include appropriate certification and/or 
training programs for nutrition managers and cafeteria workers, according to their levels of responsibility.  

Foods Sold Outside the Meal Program and/or School Day (e.g. vending and concessions)  

All foods and beverages sold individually outside the reimbursable meal programs (including those sold 
through a la carte [snack] lines, vending machines, student stores or fundraising activities) during the 
school day, or through programs for students after the school day will meet nutrition standards as required 
by state or federal law. For current state guidelines, click here http://tinyurl.com/Iowa-HKA .  

Fundraising Activities  

There are two types of fundraising – regulated and other. Regulated fundraisers are those that offer the 
sale of foods or beverages on school property and that are targeted primarily to PK-12 students by or 
through other PK-12 students, student groups, school organizations, or through on-campus school stores. 
Regulated fundraising activities must comply with the state nutrition guidelines. All other fundraising 
activities are encouraged, but not required, to comply with the state nutrition guidelines if the activities 
involve foods and beverages.  

 

Snacks  

The district believes snacks served during the school day should make a positive contribution to 
children’s diets and health, with an emphasis on serving fruits and vegetables as the primary snacks and 
water as the primary beverage. Schools will assess if and when to offer snacks based on timing of meals, 
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children’s nutritional needs, children’s ages and other considerations. The school district will disseminate 
a list of healthful snack items to teachers and parents.  

Rewards  

The school district will not encourage the use of foods or beverages, especially those that do not meet the 
nutrition standards for foods and beverages sold individually, as rewards for academic performance or 
good behavior, and will not withhold food or beverages (including food served through meals) as a 
punishment.  

Celebrations  

The school district will disseminate a list of healthy party ideas to parents and teachers. By the 2020 
school year, no more than one food or beverage that does not meet the specified nutrient standards will be 
allowed.  

Food Safety  

All foods prepared through food service operations will comply with the state and local food safety and 
sanitation regulations. Hazard Analysis and Critical Control Points (HACCP) plans and guidelines are 
implemented to prevent food illness in schools.  

For the safety and security of the food and facility, access to the food service operations are limited to 
child nutrition staff and authorized personnel.  
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Plan for Measuring Implementation  

The superintendent will ensure compliance with established school district-wide nutrition and physical 
activity wellness policies. In the school district:  

• building principals will ensure compliance with physical activity policies in the school and will 
report on the school’s compliance to the superintendent;   

• food service staff will ensure compliance with nutrition policies within food service areas and 
will report on this matter to the superintendent.   

• food service staff will report on the most recent USDA School Meals Initiative (SMI) review 
findings and any resulting changes. If the school district has not received a SMI review from the 
state agency within the past five years, the school district will request from the state agency that a 
SMI review be scheduled as soon as possible;   

• the superintendent will develop a summary report every five years on school district-wide 
compliance with the school district’s established nutrition and physical activity wellness policies, 
based on input from building principals and food service staff   

• the report will be provided to the school board.  

Policy Review  To help with the initial development of the school district’s wellness policies, the 
district will conduct a baseline assessment of the school’s existing nutrition and physical activity 
environments and practices. The results will be compiled at the school district level to identify and 
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prioritize needs.  Assessments will be repeated every five years to help review policy compliance, 
assess progress and determine areas in need of improvement. As part of that review, the school district 
will review the nutrition and physical activity policies and practices and the provision of an environment 
that supports healthy eating and physical activity. The school district will revise the wellness policies and 
develop work plans to facilitate their implementation.  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      Physical Activity Contract 

20____  -  20____    School Year 

In 2008, the Iowa Legislature enacted “The Healthy Kids Act,” requiring that all students in grades 6 – 
12 engage in physical activity for a minimum of 120 minutes per week in which there are at least five 
days of school.  The law also requires that we monitor how students fulfill this requirement. 6th grade 
students will get 90 minutes of exercise per week all year in Physical Education class.  7-12 students 
will get 400 minutes per week in the term that they have P.E.  We will have to account for the 120 
minutes per week during the three terms they do not have P.E. classes. 
 
Please fill out the items below, sign (both student and parent/guardian), and return to the school by 
_______.  If you have any questions, call 659-2205. 
                                                
Name of Student:  ______________________________  Grade: ___________ 
 
School activities that student will be involved in during the 20____- 20____ school year: 
 
 ____Football   ____Volleyball           ____Golf  
 
 ____Bowling   ____Basketball           ____Track and Field  
 
 ____Swimming                ____Baseball              ____Softball              
 
         ____Cheerleading            ____Dance team ____Other: ___________________ 
 
Non-school activities (may include non-school sport teams, gymnastics, martial arts, dance, 
individualized exercise program, weight training etc.) that the student will be involved in during the 
20__-20___ school year, include a description of the activities and estimated time student participates 
per week: (E.g.: I attend private dance lessons 2x/week for total of 100 minutes, plus I will walk two 
miles every other day for another 50 minutes each week. I attend weight training 3x per week for a 
total of 180 minutes.) 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
_______________. 
 
Signature of Student ___________________________  Date Signed: ________________ 
 
Signature of Parent/Guardian: _______________________________________ 
 
Signature of Building Principal: ______________________________________ 
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CLASS OR STUDENT GROUP GIFTS 
 
 
The board welcomes gifts to the school district from a class or student group.  While class gifts to the school 
district do not require the approval of the superintendent, the board encourages students to consult with the 
superintendent or other licensed employees prior to selecting a gift for the school district. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 704.4  Gifts - Grants - Bequests 
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OPEN NIGHT 
 
 
In keeping with good community relations, student school activities will not be scheduled on Wednesday 
night beyond 6:00 p.m. whenever possible.  It shall be the responsibility of the principal to oversee the 
scheduling of school activities for compliance with this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 900  Principles and Objectives for Community Relations 
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