
Student Records & Directory Data  
 
The School Board recognizes the need for and importance of appropriately maintaining the 
confidentiality of individually-identifiable student records throughout the record life cycle (i.e., at the 
points of collection, storage, use, disclosure, and destruction). Protected student records shall be 
available for inspection or release only with the prior approval of the student’s parent or guardian (or of 
an adult student,) except in situations where applicable laws and regulations require or permit the 
inspection or release of student records without such prior approval. 
  
The District Administrator shall have primary responsibility for ensuring that District employees and 
other school officials who are authorized to create, collect, maintain, use, provide access to, or destroy 
student records understand their duties and responsibilities as defined by applicable law, Board policy, 
and District procedures (including the specific confidentiality and maintenance requirements applicable 
to various categories of student records and other personally-identifiable records concerning students. 
 
The Cochrane- Fountain School District maintains student records for each student attending school in 
the District. These records include: (1) student progress records – courses taken, grades, immunization 
records, extracurricular activities and attendance; and (2) student behavioral records – psychological 
tests, personality evaluations, records of conversations, written statements relating specifically to an 
individual student's behavior, tests relating specifically to achievement or measurement of ability, 
physical health records other than immunization records, law enforcement agency records obtained by 
the District and any other student records which are not progress records. 
 
State and federal laws require that the maintenance of student records assure confidentiality. The 
District has also adopted a student records policy and procedures. This notice is subject to state and 
federal laws and the District’s policy and procedures. Accordingly, the following shall apply in the 
District: 
 
An adult student, or the parent(s) or guardian(s) of a minor student, has the right to inspect, review and 
obtain copies of the student's school records upon request in accordance with established District 
procedures. The District will respond to such requests without unnecessary delay. Copies of the District's 
student records procedures are available upon request at the Main School Office.  
  
An adult student, or the parent(s) or guardian(s) of a minor student, has the right to request the 
amendment of the student's school records if he/she believes the records are inaccurate, misleading or 
otherwise in violation of the student’s privacy rights. Complaints regarding the content of student 
records may be made in accordance with established District procedures. Copies of the District's 
procedures are available upon request as outlined above. 
  
An adult student, or the parent(s) or guardian(s) of a minor student, has the right to consent to the 
disclosure of information contained in the student's school records, except to the extent that state and 
federal laws authorize disclosure without consent. One exception that permits disclosure without 
consent is disclosure to school officials determined to have legitimate educational or safety interests in 
the records. A "school official" is a person employed by the District who is required by the Department 
of Public Instruction to hold a license; a law enforcement officer(s) who is individually designated by the 
School Board and assigned to the District; a person employed by or working on behalf of the District as 
an administrator, supervisor, instructor or support staff member (including health or medical staff and 
police-school liaison personnel); a person serving on the School Board; a person or company with whom 



the District has contracted to perform a specific task (such as an attorney, hearing officer, auditor, 
medical consultant or therapist); or a person serving on an official committee such as a disciplinary or 
grievance committee, or assisting another school official in performing his/her tasks. A school official 
has a "legitimate educational interest" if the official needs to review a student record in order to fulfill 
his/her professional or District responsibility. 
 
The District also, upon request, forwards a student's records to another school without consent in 
accordance with state law for purposes related to the student’s enrollment or transfer. District 
procedures outline the specific reasons for disclosure without consent and are available upon request as 
outlined above. 
  
An adult student, or the parent(s) or guardian(s) of a minor student, has the right to file a complaint with 
the U.S. Department of Education for alleged District noncompliance with federal Family Educational 
Rights and Privacy Act (FERPA) requirements. The name and address of the office that administers 
FERPA is: Family Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue, SW, 
Washington, DC  20202-5920. 
 
 

Student Directory Data 

The School Board has designated the following student record information as directory data:  

• Student’s name 

• Recorded images of the student that are not being maintained by the District for a separate 
purpose as a behavioral record 

• Student’s school/grade level 
• Degrees and awards received by the student 
• Student’s participation in officially recognized activities and sports 
• Weight and height of members of athletic teams 

• The name of the school most recently previously attended by the student 
• Student’s dates of attendance (not including daily attendance records) 
• Student’s date of birth 

The District may disclose this information as directory data unless a parent, adult student, or other 
person authorized by law has informed the District in writing that all or any part of this record 

information may not be released without appropriate prior consent. After the District issues this 
annual notice near the beginning of each fall session, and after issuing similar notice upon a student’s 
initial enrollment and registration in the District or re-enrollment following a gap in enrollment, the 
parent, guardian, or adult student will have 14 days from the date the notice is issued to inform the 

school that all or any part of the student’s directory data may not be released without prior consent. 
During such 14-day periods, the District will avoid any release of the student’s directory data that is 
not separately authorized or required by law.  In addition, using procedures established by the 
administration, a parent or guardian (or adult student, if applicable) may make, modify, or withdraw 
any previous opt-out decision regarding directory data at any time. 

Federal law requires the District to provide institutions of higher education and military recruiters, 
upon their request, with the following contact information for high school students unless an eligible 
adult student or a minor student’s parent or guardian, has notified the District that such information 
shall not be released without the prior written consent of a parent or guardian (or adult student, if 

applicable): 



1. To institutions of higher education: a high school student’s name, address, and telephone 
number. 
  

2. To military recruiters: a high school student’s name, address, telephone number, and 

electronic mail address. 

Notice of a decision to opt-out of the automatic disclosure of such contact information for a high 

school student may be submitted at any time. 

Processes and procedures governing student records and Directory Data can be found in the following 
Board Policies:  
 
347 – Student Records 
347 Rule - Student Records 
372.1 – Student Directory Data   
 

https://go.boarddocs.com/wi/cfcsd/Board.nsf/public?open&id=policies
https://go.boarddocs.com/wi/cfcsd/Board.nsf/public?open&id=policies
https://go.boarddocs.com/wi/cfcsd/Board.nsf/public?open&id=policies

