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GOVERNING BOARD 

WEDNESDAY, December 19, 2018 

5:30 PM 

IDCS CONFERENCE ROOM 

______________________________________________________________________________ 

 

Present: Chris Lacey, Darlene Burlingame in at 5:34 p.m., Andrew Harvey, Joyce Werden, 

Cheryl Blanchard, Terri Woronecki, Diane Holtzworth, Bill Merrill, Monique Kercado, Mary 

Osten, June Morrone, Ellen Retelle 

Absent: Sandy Quarto, Julia Cronin, Rhonda Exum 

 

A. Beginning of Meeting 

-  Call to Order 

● Board Chair, Chris Lacey, called the December 19, 2018 I.D.C.S. Governing 

Board Meeting to order at 5:32 p.m. 

- Acceptance of Agenda (option to modify the agenda) 

● Nothing to change on agenda. 

Darlene Burlingame arrived at 5:34 p.m. 

- Acceptance of Minutes 

● Regular Meeting, November 28, 2018  
❖ A motion was made by Terri Woronecki and seconded by Cheryl 

Blanchard to accept the November 28, 2018 Governing Board Draft 

Minutes with the change of the “now” to “no”  in the third bulleted item 

under the Finance Committee report.  The vote was 5 in favor, 0 opposed, 

Andrew Harvey abstains as he was unable to review the minutes. 

- Acceptance of Minutes - Board Retreat, October 21, 2018 

● Board Retreat, October 21, 2018 
❖ A motion was made by Mary Osten and seconded by Andrew Harvey to 

accept the October 21, 2018 I.D.C.S. Governing Board Retreat Draft 

Minutes as presented.  The vote was 6 in favor, 0 opposed, 0 abstained. 

- Public Comment 

● No public comment. 

B. Reports 

- Board Member Reports/Announcements 

● No member reports or announcements. 

- Director’s Report (see pgs. 5-6) 

● Mr. Harvey reports that the city of Norwich has an ongoing multicultural 

campaign/program and requests that Dr. Retelle inquire to the Norwich 

multicultural coordinators about a tie in to the I.D.C.S. One World Day. 

● Ms. Werden reports that Abby Dolliver, Norwich Public Schools Superintendent, 

reported at the last Norwich Board of Education meeting that the meeting with the 

IDCS Director was very productive.    
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- Business Manager’s Report (see pg. 7) 

● Ms. Osten requests that there be a larger discussion about the items that are being 

built into the requested grants; especially in regards to building walls on the third 

floor.  Mr. Harvey seconds the sentiment.  Dr. Retelle replied that a larger 

discussion can be had and that monies granted are not required to be used if the 

original plan is changed.  The money for any plans not put into place can be 

returned to the state.   

- Norwich Board of Education Liaison Report 

● Ms. Werden reports that Norwich Superintendent, Abby Dolliver, has announced 

her retirement for June 2019. 

● Ms. Werden told the Board that she is happy to see that they did a self-reflection 

at the retreat.  She has mixed feelings about the Norwich Liaison being invited to 

future retreats. 

● Ms. Werden reports to the I.D.C.S. Board that she will be retiring from the 

Norwich Board of Education after 16 years of service in November of 2019.  A 

new Norwich Board of Education liaison for the I.D.C.S. Board will need to be 

appointed.   

- Non Certified Staff Representatives 

● Ms. Kercado has nothing to report this month.   

● Ms. Holtzworth reports that she may have something for next month, but wants to 

touch base with Dr. Retelle first. 

Standing Committee Reports 

- Strategic Planning Committee 

● Surveys 

○ Darlene Burlingame reports that the Committee will meet again on 

January 7, 2019 to analyze and compile statistics for the Board from the 

recent surveys. 

● The Committee discussed needing a complete overhaul of IT for I.D.C.S.  

LEARN came to I.D.C.S. for an assessment of IT at the school. 

○ The Board discussed IT at I.D.C.S.; Mr. Harvey would like to see it 

refreshed over a 3-5 year cycle. 

● The Committee also discussed the Eureka math program. 

- Finance Committee 

● Sandy Quarto is not in attendance to report.  See pg. 8) for Committee meeting 

minutes.   

● The Committee discussed the Investment Policy (see pgs. 9-12) and has brought it 

to the Board for a first read.  Mr. Harvey reports that two different groups of 

investments have been discussed; one for an endowment and one for operating 

funds.  The policy that is being brought to the Board is the one that pertains to 

operating funds.  The goal is to get better use of the funds that I.D.C.S. has and to 

set up a growth over 5+ years.  The next step would be to seek out a Fund 

Manager/Advisor and move forward. 

○ The Board discussed the presented policy.  Initial review and discussion of 

the policy surrounded questions about who the Fund Manager would 

report to; the policy as presented designates the Board Treasurer.  It was 

suggested that this be changed to the IDCS Business Manager so that the 
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information would flow from the Funds Manager, through the Business 

Manager to the Board. 

○ Any feedback on this policy should be sent to Mr. Harvey prior to the next 

Board meeting. 

- Governance Committee 

● Terri Woronecki reports that the Committee met last Monday, Policy 1012, 

Security Camera Use is back to the Board for review as a first read. 

○ Board discussion.  Ms. Osten had questions about #3, 2nd paragraph; 

would like to see this as a bulleted list.  Also in same paragraph, questions 

if “physical altercation” should be added to the list.  Questions about the 

phrase “under appropriate circumstances” and if that should be more 

detailed.  Back to Committee for a reformatting of the bullets and tweaks 

in the language. 

● Terri Woronecki requests that members send her questions about any of the 

policies prior to Board meetings. 

● Policy second reads: 

○ Policy 2001 and 2001A, Holds on the Destruction of Electronic 

Information and Paper Records (see pgs. 13-16) 

○ Policy 2002 and 2002A Retention of Electronic Records and Information 

(see pgs. 17-22) 

○ Policy 4010, FMLA (see pgs. 23-31) 

○ Policy 5002, Administrative Regulations Regarding Restraint and 

Seclusion of Students *Minor policy change only; original wording “K to 

Grade 12” changes to “PK to Grade 8”.   

○ Policy 5004 and 5004A, Confidentiality and Access to Student Records 

(see pgs. 32-73) 
❖ A motion was made by Terri Woronecki and seconded by Darlene 

Burlingame to accept policies 2001, 2001A, 2002, 2002A, 4010, 

5002, 5004 and 5004A as presented 
➢ The Board discussed policy 2002.  The Board and Business 

Manager discussed current email retention.  Ms. Osten 

asked about the phrase “minimum standards”.  Mr. Lacey 

reports that it is worded that way because the standards are 

lengthy and change over time.  

❖ The vote was 6 in favor, 0 opposed, 0 abstained. 

- Special Committee Reports (all non-board standing committees not addressed elsewhere) 

● Nothing to report. 

C. Old Business (unfinished business from previous meetings) 

● Meeting with Superintendent Dolliver 10/3/18 (see Director’s Report) 

○ Already discussed in Director’s Report. 

D. New Business (new agenda items, new issues to discuss, etc.) 

● Special Education Report 

○ Dr. Retelle requests that the Board review the report.  She will be 

discussing the report with the Special Education team to identify priorities.  

Will report back to the Board. 
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● Parent letter about Senora Carmen Morales (see pg. 74) 

○ The Board was given a complimentary letter from a parent about Senora 

Morales. 

E. Possible Executive Session 

● Lawyers Advice on Endowment 
❖ A motion was made by Andrew Harvey and seconded by Darlene 

Burlingame to go into Executive Session to discuss the lawyer’s advice on 

an endowment with an invitation to Dr. Retelle and Mrs. Morrone to join 

the discussion at 7:09 p.m.  The vote was 6 in favor, 0 opposed, 0 

abstained. 

The Board returned to regular session at 7:37 p.m. 

The December 19, 2018 I.D.C.S. Governing Board Meeting adjourned at 7:39 p.m. 

 

Next Regular Meeting 

January 16, 2019  

5:30 p.m. 

 



                
Director’s Report 

Submitted by E. Retelle  

Governing Board Meeting 
5:30 PM, Wednesday, December 19, 2018 

IDCS Conference Room 
________________________________________________________ 
 

IDCS General/Updates 

School Mission/Vision/Core Tenets 

▪ Director’s Coffee – 1 person attended; discussed WatchDOGS (focus on dads as 
parent volunteers in the school) 

▪ One World Day – February 28, have formed committee; event will include 

dressing in cultural costumes, parade of nations with flags, and 3 cultural 
performances.  

▪ Newsletter featured Alumni; staff. Future will include students’ perspectives.  
 

Instructional Leadership-Curriculum, Instruction, Assessment 

▪ Curriculum Committee meets monthly to coordinate and discuss all curriculum 
areas.  

▪ Professional Development and Evaluation Committee (PDEC) (see separate 
document for information- in google docs). 

▪ 12/4 Math Professional Development.  CREC Education Specialist provided a 

half day  workshop for Grade 6 Teachers and Grade 4/5 Teachers. Math 
Curriculum-will continued to use Eureka Math next school year. IDCS has the 
“free” curriculum. We need to purchase additional features, such as videos, 

assessments, workbooks for 2019-20. 
▪ 12/8 Science Professional Development for Teachers for Next Generation Science 

Standards Science Units. CREC Education Specialist will be providing the 
workshop.  

o Grade 2/3 NGSS workshop on Golden Jelly Fish Unit 

o Grade 4/5 NGSS workshop on Hereditary Unit 
▪ Smarter Balance Interim Assessments have been/will be administered for 

Language Arts (Grades 3-8), Math (Grades 3-8), and Science (Grades 5 & 8). 
Results from the Interim Assessments will inform instruction and student work. 

▪ 12/4 and 12/18 Workshop (IDCS teacher presenters) on SRBI (Tiered 

Intervention), Data Collection (Moby, Lexia, Dreambox), & Differentiation  
▪ 12/7  Implicit Bias Workshop (CT Educators Association)- All teachers attended. 

This workshop will raise participants’ awareness of unconscious bias and its 
powerful effect on student learning and teacher/educator performance, while 
explaining how unintended thoughts can contradict our beliefs and how acting 

according to our values can require more than good intentions. 
▪ 12/14 Fundations workshop (Phonics/Reading- CREC Education Specialist will 

be providing the workshop for the PreK, three K/1, one 2/3 teacher, Special 
Education Teachers. Teachers will start to integrating what they learned in the 



workshop in the classroom. Next school year, K-2 will include Fundations in their 
Language Arts program.  

▪ Paras completed a Roles and Responsibilities Survey and identified needs for 
Professional Development. Their next PD will be Instructional Strategies 

(February), which is an online module from CREC.  
▪ Teacher Observations: Ellen & June are scheduling formal teacher observations in 

December. Formal observations include a pre/post observation.   

 
Special Education  

▪ Special Education Audit by CREC- Report received on December 17; included in 
12/19 governing board google file.  

▪ 11/30 Meeting with Superintendent Dolliver – Ellen and June met with Abby. 

Will be meeting in January to discuss special education contract, transportation 
and sharing some professional development. 

 

Organizational Management 

▪ Safety and Security 

o IDCS Lock down – Working on more comprehensive plan; will have 
Chris Nola (Active Shooter Drill Presenter will have primary and 

secondary decision makers for each floor.  
o Bus evacuations drills will be held in January. 
o January 4-Active Shooter Drill for the Staff. Board members are 

welcomed to attend. 
 

IDEA, IDCS Foundation  

▪ Overall information  
o Basket Raffle Committee has started to work on the event; have a number 

of prizes, will most likely have food trucks, and students have chosen 
themes.  

o Wine Tasting Committee has started to work on the event; have created 
posters and advertisement, have contacted companies to contribute wine, 
are starting to contact companies for prizes.  

Director’s Transition 

▪ Next Meeting December 5-was cancelled.  

 

Community Relations-Communication  

▪ Met with Cathy Osten December 13; planning legislative breakfast with NPS and 

NFA for January 10, 11, or 14. IDCS Board Members are invited to attend.  
 

 

 



IDCS, Inc. 

BOARD MEETING 

BUSINESS REPORT 

December 19, 2018 
 

 
Facilities:  

• Last summer’s projects are finished.   

• Ceiling beam is being fixed in 6th grade classroom over break. 

• Applied for security grant in the amount of $350,000.  25% of which will need to be paid 
by us, with the rest coming from the state. 

• Getting quotes for summer 2019 projects that are part of the school facilities grant. See 
attached update on the two school facility grants. 

 
Finance and Administration:  

 

• Through December 17 we are at 47% of budget, which is a little high but it includes a 
few major onetime items such as funding of health saving accounts and insurance 
buyouts.   

• Reviewing investment procedures and policies. 

• Below is the breakdown of the cash we had on hand as of June 30, 2018. 
 

Summary  
  

Cash and CD  $ 1,161,118.06  

  
  

Capital Reserve  $    489,659.58  
Interest Income  $    301,267.82  
Fee Based Programs  $    152,386.07  
Other  $    217,804.59  

  $ 1,161,118.06  

 
 

 
 

 
 

 
 

 
 
 

 



Integrated Day Charter School 

Finance Committee Meeting Minutes 

December 11, 2018 

 

Attendance:  S. Quartro (Chair), A. Harvey, C. Blanchard, M. Osten, W. Merrill, E. Retelle (by phone) 

The meeting was brought to order at 4:30 p.m.  There were no public comments or member comments. 

 

•A motion was made by Sandy Quarto and seconded by Cheryl Blanchard to add Executive Session to 

the agenda to discuss the recent correspondence from the school’s attorney regarding the investment 

of IDCS funds.  The vote was four in favor, 0 opposed. 

 

Bill Merrill gave a facilities update with only the beam work in Ms. Allard’s class as ongoing.  

 

Bill Merrill provided an updated budget with no significant changes since the review last month.  It was 

decided that a special budget public meeting will be held at 4:30 p.m. on Tuesday, February 12, with the 

regular Finance Committee meeting to follow at 5:30 p.m. 

 

The Board reviewed the IDCS grants information provided by Bill Merrill. 

 

The Investment Policy prepared by Andrew  Harvey was reviewed and the words “all currently serving 

Board members” was added to page 1, Time Horizon, paragraph 3.  The Policy will be shared with the 

Governing Board at the December meeting. 

 

Bill Merrill, June Morrone and Ellen Retel le were invited to Executive Session. 

 

•A motion was made by Cheryl Blanchard and seconded by Mary Osten to go into Executive Session at 

5:30 p.m.  The vote was four in favor, 0 opposed. 

 

The meeting returned from Executive Session at 5:51 p.m. 

 

•A motion was made by Sandy Quarto and seconded by Cheryl Blanchard to discuss the endowment 

fund with the full Board at the December meeting.  The vote was 3 in favor, 0 opposed with Andrew 

Harvey abstaining. 

 

The meeting adjourned at 5:54 p.m. 
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Integrated Day Charter School 

 

 

Investment Policy 

 

This policy statement is adopted by the Integrated Day Charter School (IDCS) Governing Board in order 

to establish the IDCS Investment Portfolio and provide guidelines for the investment of board 

designated funds for the IDCS Investment Portfolio and any other funds which from time to time may be 

designated by the IDCS Governing Board. It shall be the policy of IDCS to manage and protect the 

growth of the various investment portfolios so as to provide a long term benefit to the School.  

 

The Investment Policy will provide clear guidance on the IDCS Investment Portfolio objectives, define 

the responsibilities of the Governing Board and any other parties involved in managing the portfolio, and 

provide target asset allocations, permissible investments, and diversification requirements.  

 

 

General Objectives 

The Investment Portfolio will seek to maximize long-term total returns consistent with prudent levels of 

risk while seeking to minimize aggregate portfolio expenses. The Investment Portfolio may provide 

operating reserves in support of the mission of IDCS and provide revenue in support of specific operating 

activities unique to IDCS, to maintain backup liquidity, to meet unanticipated demands for funds, and to 

establish and monitor reasonable and moderate growth rates. Revenue is currently being defined as all 

earnings and generated capital gains from the sale of securities.   

 

The IDCS will direct the investment in securities, by an independent investment advisor(s), selected by 

the Investment Committee and approved by the Board for the following purposes: 

 

 Generate investment revenue 

 Provide emergency liquidity 

 Preserve investment capital 

 Establish adequate and reasonable growth rates 

 Establish reasonable asset allocation percentages between fixed income funds and equity 

securities 

 

Time Horizon 

 

The Investment Portfolio guidelines are based upon an investment horizon of greater than five years.  The 

strategic asset allocation is also based on this long-term perspective. 

 

Liquidity and income needs will be communicated to the Investment Manager. 

 

The Governing Board will annually review the investment accounts and determine whether there is an 

anticipated need, in the coming year, to disburse funds. The Governing Board must approve any 

disbursement from the account with a 2/3 majority vote of all currently serving Governing Board 

members (i.e. 6 of 9, 5 of 7). Disbursements will be released to support specific, student-focused, 

operating activities in support of the IDCS mission, vision and tenets (i.e. HOTS activities, service 

learning activities). 

 

Expected Return 
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In general, the Agent would like to earn, at least, a targeted return equal or greater than the relative 

benchmark. 

 

Investment Responsibilities 

IDCS Governing Board 

 

It is the responsibility of the IDCS Governing Board to establish policy and monitor management’s 

adherence to the policy. The Governing Board has delegated the oversight of the Investment Policy to the 

Investment Committee. The Governing Board will have the following responsibilities: 

 

 Ultimate responsibility for the overall investment portfolio 

 Ensuring that investment decisions and activity adhere to the Investment Policy 

 Appointing members of the Investment Committee 

 Annual review and disbursement decision 

 Evaluation and monitoring the effectiveness of Investment Committee and management decisions 

and strategies 

 

Investment Committee 

 

The Investment Committee will meet on a quarterly basis and shall be chaired by the IDCS Governing 

Board Treasurer, who will be responsible for presiding at meetings.  The Investment Committee will be 

responsible for the following: 

 

 Development of investment policies 

 Establishing appropriate reviews to monitor performance of the various portfolios 

 Reviewing compliance with established guidelines 

 Periodically, but at least semi-annually, reporting to the Governing Board on the status of the 

Investment Portfolio 

 

The Investment Committee is authorized to act on behalf of the School in all interactions and dealings 

with investment transactions, as it pertains to the following: 

 

 Discussions with the investment fund manager(s)/advisor(s) 

 Review with the investment manager(s)/advisor(s) regarding the performance of any individual 

investment fund manager 

 Review of all reports and investment analyses provided on a periodic basis by the investment 

advisors 

 Maintenance by the Treasurer, on a timely basis, of an accurate record of all revenues reported 

and all transactions conducted, on the School’s behalf, by the investment advisor(s).  The 

Treasurer shall report pertinent information to the Investment Committee and to the School 

Board, including a quarterly summary of investment change and portfolio status.  The Investment 

Committee shall on a periodic basis review both the overall performance of the portfolio(s), in 

relation to established guidelines of growth and revenue returns and, in relation to performance of 

the portfolio managers/ advisors 

 Authority in their discretion to direct the various portfolio managers to rebalance the portfolios to 

existing approved guidelines 

 

Selection of Investment Managers/Advisors 

Investment Committee members may initially make a selection of investment managers/advisors 

candidates. These selections shall then be presented to the Investment Committee for discussion, and 
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possible interview, at the committee’s discretion.  Following any and all discussion, the committee shall 

approve a selection. Once approval is given by the Investment Committee it shall then be presented to the 

Board of the School, for final approval. 

 

Guidelines 

 

Return on Investment 

 

Total return will be measured for performance relative to a of a policy index based upon the strategic 

asset allocation of the Fund to various broad asset classes.  Specifically, the policy index will be a 

weighted index comprised of: 

 

Index 

 

S&P 500   45% 

MSCI World ex US  15% 

S&P MidCap 400    3% 

S&P SmallCap 600    2% 

Barclays US Aggregate  33% 

US T-Bill     2% 

 

 

 

Investment Fund 

 

Model Strategy – Growth with Income  

 

The Growth with Income Strategy (the “Strategy”) uses a diverse portfolio of high quality stocks that 

maximizes dividend yield and capital appreciation with low turnover, and a set of mutual funds and other 

collective investment vehicles, such as exchange-traded funds (“ETFs”) and closed-end funds, to achieve 

the financial goals. The Strategy is suited for the investor seeking long-term capital appreciation through 

equities with income as a secondary objective. The Investment Fund has an above average tolerance for 

risk and understands the volatility associated with equities. 

 

The Strategy’s asset allocation shall fall within the ranges in the table below. 

 

Aggregate Asset Class  Allocation Range 

Equities  40% - 80% 

Fixed Income  20% - 60% 

Cash Equivalents  1% - 20% 

Alternatives  0% 

 

 

Investment Fund Manager(s) 

 

The Investment Fund Manager(s) shall be selected initially by the Investment Manager(s)/Advisor(s), 

utilizing its expertise and knowledge of market conditions, past performance, or any other criteria deemed 

appropriate in making a selection.  The performance of the Investment Fund Manager(s) will be reviewed 

periodically by the Investment Committee, to determine the continuing status of the relationship. 

 



 

 4 

The Investment Fund Manager(s) shall be responsible for selecting the appropriate investment vehicles, 

maintaining the portfolio(s) and periodically reporting to the Director, Treasurer and the Investment 

Committee on the results of all investment activities.  

 

The Investment Fund Manager(s) shall have proxy voting responsibilities, exercisable on behalf of  the 

School, provided the Director and Treasurer first be given written notification of the nature, scope, 

characteristics, dates, and timing deadlines of any and all votes requested to be made by the School and 

upon which a proxy would be exercised by the Investment Fund Managers. 

 

The Investment Committee may recommend to the investment manager(s)/advisor(s) specific investments 

or investment fund manager(s). 

 

Miscellaneous 

 

The Governing Board may, following a 2/3 majority vote of all currently serving Governing Board 

members, at a regular, or special, Governing Board meeting, direct the Investment Committee to divest 

funds from the portfolios for specific circumstances, to increase the size of the portfolios by adding funds, 

and to reallocate funds from one portfolio to another.  Such divestiture shall include but not be limited to 

severe financial hardship, major capital expenditures, or other disbursement which will improve or 

increase the growth of the Schools overall financial position. 
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       Series [2001] 

       Administration 

 

POLICY REGARDING HOLDS ON THE  

DESTRUCTION OF ELECTRONIC INFORMATION AND PAPER RECORDS  

  

The Integrated Day Charter School Board of Directors complies with all state and 

federal regulations regarding the retention, storage and destruction of electronic 

information and paper records applicable to local and regional boards of education.  The 

board of directors or its designee shall be responsible for implementing administrative 

regulations concerning the placing of a “hold” on electronic information and paper records 

that may reasonably be anticipated to be subject to discovery in the course of litigation. 

 

All school officials and employees have a duty to preserve all paper records and electronic 

information, including records and electronic information that might otherwise be deleted 

or destroyed, that relate to any matter that is currently in litigation or may be anticipated to 

involve future litigation. 

 

The Director or his/her designee shall be responsible for developing and implementing 

administrative regulations to preserve records, including e-mails and electronically stored 

information, that could potentially be related to any matter that is currently in litigation or 

may be anticipated to result in future litigation.  Such regulations shall identify those 

individuals responsible for identifying those matters for which records must be preserved 

as well as developing procedures, with the help of technical staff, for the preservation of 

electronically stored information. 

 

Legal References: 

 

 Rules 34 and 45 of the Federal Rules of Civil Procedure 

General Letter 2009-2 of the Public Records Administrator Record Retention 

 Schedules Towns, Municipalities and Boards of Education 

 

ADOPTED:________ 

REVISED:_________ 

 

4/25/2012 
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  Series [2001A] 

       Administration 

 

ADMINISTRATIVE REGULATIONS REGARDING HOLDS ON THE 

DESTRUCTION OF ELECTRONIC INFORMATION AND PAPER RECORDS  

 

I.  RECORDS CUSTODIAN 

 

These regulations are designed to assist in implementation of Integrated Day Charter 

School Policy ____ regarding holds on the destruction of electronic information and paper 

records.  The [Executive Director] shall designate a Records Custodian who will be 

responsible for implementation of school policies and regulations for the preservation of 

paper records and electronically stored information, including e-mails. 

 

II. HOLDS ON THE DESTRUCTION OF ELECTRONIC INFORMATION 

AND PAPER RECORDS  

 

Upon receipt of notice that Integrated Day Charter School is involved in litigation as a 

party to a lawsuit, Integrated Day Charter School is issued a subpoena by a party to a 

lawsuit in which it is not a party, or if Integrated Day Charter School receives 

information that would lead a reasonable person to anticipate the possibility of litigation, 

the Records Custodian is to immediately take steps to ensure that any paper records and 

electronically stored information that could be related to the litigation or potential litigation 

are preserved from deletion or destruction.  Actions to preserve records and electronically 

stored information shall include, but are not limited to, the postponing or canceling of any 

automatic deletion of electronically stored information until relevant information and 

documents can be identified and stored, notification to employees of a “litigation hold” to 

prevent the deletion and destruction of documents that might be related to the litigation or 

potential litigation, and the identification of documents and information that are subject to 

preservation.  This litigation hold triggers the duty to preserve documents, such as 

transitory messages, that otherwise could be deleted under the school’s record retention 

policy.  

 

The Records Custodian shall issue a “litigation hold” memorandum that specifically 

describes the types of documents and information that must be preserved and describes 

how those materials are to be identified, maintained and stored.  The memorandum shall 

specifically state that the duty of preservation is ongoing and that it is the responsibility of 

employees to continue to identify and preserve relevant documents until notified via a 

subsequent memorandum that the litigation hold is no longer in effect.  All employees who 

are sent a “litigation hold” memorandum are to acknowledge receipt and understanding of 
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the memorandum in writing, which may be in the form of an e-mail response.  A copy of 

any “litigation hold” memorandum shall be sent to Integrated Day Charter School’s IT 

department. 

 

The Records Custodian shall be responsible for the collection and coordination of the 

retention of documents that are subject to the litigation hold, including electronically stored 

information.  He/she shall work with Integrated Day Charter School’s IT personnel to 

ensure compliance with the litigation hold.  Specifically, the Records Custodian shall 

determine the types of electronically stored information that exist and where that 

information is maintained, identify where both identified paper documents and 

electronically stored information will be stored, and implement procedures to ensure that 

Integrated Day Charter School employees are complying with the litigation hold.  No 

system wide process for automatic deletion of electronic information will be implemented 

while a litigation hold is in effect without prior notice to the Records Custodian and 

verification by the Records Custodian that the deletion process will not destroy documents 

or information that is subject to a litigation hold.  The Records Custodian may need to 

periodically reissue the “litigation hold” memorandum and will ensure that the “litigation 

hold” memorandum is provided to new employees who may have access to relevant 

information.  Finally, the Records Custodian shall ensure that all steps taken by Integrated 

Day Charter School to identify and preserve relevant information are documented. 

 

Legal References: 

 

General Letters 96-2, 2001-1, 2009-2 of the Public Records Administrator 

Record Retention Schedules Towns, Municipalities and Boards of Education 

 Rules 34 and 45 of the Federal Rules of Civil Procedure 

 Silvestri v. General Motors Corp., 271 F.3d 583 (4th Cir. 2001) 

  

 

ADOPTED:________ 

REVISED:_________ 

 

4/25/2012 

 
 

 

[Note:  Although we have included this sample notice in our model policy documents for 

the convenience of our charter school clients, the notice does not need to be approved as 

a charter school board of directors policy].   
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NOTICE REGARDING A LITIGATION HOLD  

CONCERNING ELECTRONIC INFORMATION AND PAPER DOCUMENTS 

 

 This memorandum places a “litigation hold” on all documents, both paper and 

electronically stored information, concerning [identify the matter that is subject to the 

litigation hold].  Materials that fall under this litigation hold include, but are not limited 

to, e-mail, word processing documents, spreadsheets, databases, calendars, voice mail, 

internet usage files and network access information [the charter school can be more 

specific in the identification of documents if that information is available].  All 

Integrated Day Charter School employees are to immediately suspend any and all 

document destruction, including any scheduled document destruction or electronic 

information deletion programs, for any materials that might fall within the parameters of 

this memorandum.  If you have questions as to what materials are subject to the litigation 

hold, you are to contact the Records Custodian [insert name and contact information]. 

 

 If you are in possession of materials subject to this litigation hold, you shall take 

steps to preserve and store these materials.  Paper documents are to be copied and 

segregated in a separate hard copy file.  Electronic information is to be stored in computer 

folders and saved on the network drive and/or saved to a removable disk which is to be 

clearly marked and stored in a safe and appropriate location [the charter school can 

develop its own set of storage guidelines for identified materials].  Under no 

circumstances are you to destroy or delete materials, documents or electronic information 

that might be subject to this litigation hold without the written permission of the Records 

Custodian.    

 

 You must give prompt attention to the issues addressed in this memorandum, 

specifically the responsibility to identify and preserve documents and electronic 

information concerning [the matter that is subject to the litigation hold].  Serious 

consequences may result from the failure of Integrated Day Charter School employees 

to take immediate and reasonable precautions to properly preserve information.  Therefore, 

you must acknowledge your receipt and understanding of this memorandum in writing or 

via e-mail. 

 

The restrictions put into place by this memorandum are ongoing until you receive 

notice in a memorandum from the Records Custodian that the litigation hold is no longer in 

effect.  You are encouraged to direct any questions concerning this memorandum to the 

Records Custodian. 

 

04/25/2012 
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       Series [2002] 

       Administration 

 

POLICY REGARDING RETENTION OF  

ELECTRONIC RECORDS AND INFORMATION 

 

I.  POLICY 

 

The Integrated Day Charter School Governing Board (the “Board”) complies with all 

state and federal regulations regarding the retention, storage and destruction of 

electronic information and records.  The Director or his/her designee shall be 

responsible for developing and implementing administrative regulations concerning 

the retention, storage, and destruction of electronic information and the 

dissemination of such administrative regulations to all employees.   

 

II. USE OF E-MAIL AND ELECTRONIC COMMUNICATIONS 

 

The Integrated Day Charter School provides computers, a computer network, 

including Internet access and an e-mail system, as well as any electronic devices that 

access the network such as wireless and/or portable electronic hand-held equipment 

that can be used for word processing, wireless Internet access, image capture and 

recording, sound recording, information transmitting and/or receiving, storing, etc. 

(including but not limited to, personal laptops,Smartphones, network access devices, 

Kindles, Nooks, cellular telephones, radios, walkmen, CD players, chrome books, I-

Pads or other tablet computers, walkie-talkies, Blackberries, personal data assistants, 

I-Phones, Androids and other electronic signaling devices), (referred to collectively as 

"the computer systems"), in order to enhance both the educational opportunities for 

our students and the business operations of the Integrated Day Charter School.   

 

Electronic messages sent by school officials and employees as part of their work 

and/or by using the Integrated Day Charter School’s computer systems and/or 

network are not private communications and are potentially subject to disclosure.  

Employees must understand that the Board has reserved the right to conduct 

monitoring of these computer systems and may do so despite the assignment to 

individual employees of passwords for system security.  Any password systems 

implemented by the Integrated Day Charter School are designed solely to provide 

system security from unauthorized users, not to provide privacy to the individual 

system user. 
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The system's security aspects, message delete function and personal passwords may be 

bypassed for monitoring purposes.  Therefore, employees must be aware that they 

should not have any expectation of personal privacy in the use of these computer 

systems.  This provision applies to any and all uses of the Integrated Day Charter 

School’s computer systems, including any incidental personal use permitted in 

accordance with the Board’s policy and regulations regarding computer use by 

employees. 

 

Any retained messages may be retrieved as part of routine monitoring by the Director 

(or Board, if monitoring the Director), an employee investigation or a formal 

discovery process as part of litigation.  Employees should bear in mind that e-mail 

messages may be retained at different locations within the computer network and 

that these messages are subject to retrieval.  Consequently, employees should use 

discretion when using computers or other electronic technology to send, record or 

retain electronic communications and information. 

 

III. RETENTION OF ELECTRONICALLY STORED INFORMATION 

 

Electronic communications on Integrated Day Charter School computers or electronic 

communication systems shall be retained only as long as necessary.  The same record 

retention policy that applies to paper records applies to electronically stored 

information, including e-mail communications. Therefore, like paper records, the 

content and function of an electronic record, including e-mail communications, 

determines the retention period for that document. The Integrated Day Charter 

School will comply with all of the minimum standards set forth in the Municipal 

Records Retention Schedules, as issued by the Office of the Public Records 

Administrator for the State of Connecticut.   

 
In addition to the retention guidelines established by the Board and used by Integrated Day 

Charter School officials and employees, all school officials and employees have a duty to 

preserve all records and electronic information, including records and electronic 

information that might otherwise be deleted or destroyed, that relate to any matter that is 

currently in litigation or may be anticipated to involve future litigation. 

 

Legal References: 

 

Conn. Gen. Stat. §§ 1-200(5); 1-211; 1-213(b)(3) 

Conn. Gen. Stat. § 7-109 

Conn. Gen. Stat. § 11-8 et seq. 

General Letters 98-1, 96-2, 2001-1 and 2009-2 of the Public Records 

 Administrator 

Record Retention Schedules Towns, Municipalities and Boards of Education 

ADOPTED:________REVISED:_________8/26/14 

     Series [2002A] 
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        Administration 

 

ADMINISTRATIVE REGULATIONS REGARDING THE 

RETENTION OF ELECTRONIC RECORDS AND INFORMATION 

 

I.  RECORDS CUSTODIAN 

 

These regulations are designed to assist in implementation of Board Policy regarding 

the retention of electronic records and information.  These regulations supplement 

and do not replace Integrated Day Charter School policy relating to education 

records. 

 

The Director shall designate a Records Custodian who will be responsible for 

implementation of Integrated Day Charter School policies and regulations for the 

retention of records, including e-mails and electronically stored information. 

 

II. DEFINITIONS 

 

A. E-mail is a means of sending messages between computers using a 

computer network or over a modem connected to a telephone line.  

This information consists primarily of messages, but may also include 

attachments such as calendars, directories, distribution lists, sound 

recordings, photographs, images, word-processing documents, 

spreadsheets, and other electronic documents.  E-mail is stored in a 

digital format rather than on paper and is retrievable at a future date. 

 

B. Electronically stored information is information that is fixed in a 

tangible form and is stored in a medium from which it can be retrieved 

and examined.  It can consist of writings, drawings, graphs, charts, 

photographs, sound recordings, images, and other data or data 

compilations stored in any medium from which information can be 

obtained into useable form. 

 

C. Public Records are any recorded data or information relating to the 

conduct of the public’s business prepared, owned, used, or received by 

a public agency, whether such data or information is handwritten, 

typed, tape-recorded, printed, photostated, photographed or recorded 

by any method. 

 

D. Digital Imaging is the process of converting original records on paper 

or film into electronic images. The process typically requires a 

document scanner or digital camera, a computer and software to 

capture the image, and indexing of the digitized images. 
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III. E-MAIL CLASSIFICATION 

 

The same record retention policy that applies to paper records applies to 

electronically stored information, including e-mail communications. Therefore, like 

paper records, the content and function of an electronic record, including e-mail 

communications, determines the retention period for that document. The Integrated 

Day Charter School will comply with all of the minimum standards set forth in the 

Municipal Records Retention Schedules, as issued by the Office of the Public Records 

Administrator for the State of Connecticut.   

 

Further guidance on the retention of e-mail messages sent and received by school 

officials is provided by classifying e-mails into one of three categories.  Retention 

guidelines for each of these categories are as follows: 

 

Transitory  Transitory messages are not essential to the fulfillment of statutory 

obligations or to the documentation of Integrated Day Charter School 

functions.  Employees and Board officials who receive or retain 

transitory communications may delete them at will without obtaining 

prior approval from the Records Custodian. 

 

Less than  

Permanent Messages other than transitory messages may fall into the category for 

less than permanent or permanent retention based on the Integrated 

Day Charter School records policy. Follow the retention period for 

equivalent hard copy records as specified in the Integrated Day Charter 

School’s records retention guidelines.  The retained record must be in 

hard copy or in an electronic format which can be retrieved and 

interpreted for the retention period.  When there is doubt over the 

retrievability of an electronic record during the duration of that 

record’s retention, the record should be printed out.  Electronic records 

falling into the Less than Permanent category may be deleted only after 

making and retaining a hard copy or after obtaining signed approval 

from the Office of the Public Records Administrator.  Either the hard 

copy or the electronically stored information must be retained for the 

minimum retention period as set out in the Municipal Records 

Retention Schedules.    

 

Permanent Records must be retained permanently.  The electronic record may be 

deleted after a hard copy printout is made or after it is stored as 

microfilm that meets microfilm standards issued in General Letter 96-2 

of the Public Records Administrator.  The retained information must be 

readable without further decoding. 

 

IV. DIGITAL IMAGING OF PAPER/HARD COPY RECORDS 
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Paper records may be digitized and maintained as electronic records pursuant to the 

following guidelines. 

 

Permanent If records are to be retained permanently or have been designated as 

archival, they may be digitally scanned and retained in an electronic 

format, but security copies of the records must be retained in a 

“human-readable” format, such as paper or microfilm. The Records 

Custodian must first verify with the Office of the Public Records 

Administrator for approval of the security copy storage format. 

 

Less than These records may be transferred to a digital imaging format with  

Permanent disposal of the original, paper records. To dispose of the original 

records following their digital imaging, the Records Custodian must 

first obtain prior authorization from the Public Records Administrator 

and State Archivist (using Form RC-075.1, available from the Office of 

the Public Records Administrator). Following destruction of the 

original records, the Records Custodian must document that the paper 

records were destroyed lawfully. 

 

All digitized images of records must be indexed to ensure their proper identification 

and later retrieval. A backup copy of the digital images shall be stored in a location 

that is geographically separate from the location where the original digital images are 

stored. As with paper records, digital images of records shall be retained for the 

minimum retention period as specified for the records retention scheduled currently 

in effect. Should Cloud Storage be utilized for the storage of digital images or 

electronic information, the service agreement with the provider must contain a 

provision that ensures any data or records remain the legal property of the Board. 

 

To dispose of digital images once the minimum retention period has expired, under 

the supervision of the Director, the Records Custodian shall obtain prior 

authorization from the Public Records Administrator and State Archivist. Digital 

images must be destroyed in a manner that ensures that any confidential or sensitive 

information cannot be practically read or reconstructed. Recorded media that has 

been used for electronic records containing confidential information shall not be 

reused. 

 

V. RETENTION OF ELECTRONIC RECORDS  

 

E-mail and electronically stored information will be archived by the Integrated Day 

Charter School for their required retention period using method(s) approved by the 

Records Custodian (under the supervision of the Director), which may include the 

following: 
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1. Print message or record and store in appropriate hard copy file. 

2. Place in computer folders and save on hard drive. 

3. Save to a removable disk which is then stored in an appropriate 

location. 

4. Transfer to an automated records management software application. 

5. Manage at the server by an automated classification system. 

 

The Records Custodian (under the supervision of the Director) will be responsible for 

working with the Integrated Day Charter School Systems Administrator to implement 

a schedule and system for reviewing electronically stored information.  This review 

shall occur at least annually.  No system wide process for automatic deletion of 

electronic information will be implemented without notice to any individual who may 

have such information and each such individual will verify that they have reviewed 

and archived information that must be retained.  Following this review, all e-mails 

and/or electronically stored information that have not been archived according to 

Integrated Day Charter School policies and procedures shall be designated for 

deletion or archiving, and the affected Integrated Day Charter School employees will 

be notified about the procedures to be followed to implement this process. The 

Records Custodian or his/her designee shall follow up with notified employees to 

ensure compliance. 

 

Additionally, the Records Custodian, working with the Integrated Day Charter School 

Systems Administrator and (under the supervision of  Director), shall ensure than any 

process for automatic deletion of electronic information from the system will not 

delete information stored in folders and/or system locations that have been 

designated as appropriate for archiving electronically stored information. 

 

 

Legal References: 

 

Conn. Gen. Stat. §§ 1-200(5); 1-211; 1-213(b)(3) 

Conn. Gen. Stat. § 7-109 

Conn. Gen. Stat. § 11-8a et seq. 

General Letters 98-1, 96-2, 2001-1 and 2009-2 of the Public Records 

Administrator 

Record Retention Schedules Towns, Municipalities and Boards of Education 

Public Records Policy 02: Digital Imaging 

Office of Public Records Administrator: Digital Imaging Standards, 2014 

 

ADOPTED:________ 

REVISED:_________ 

11/18/14 
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       Series 4010 

       Personnel 

 

FAMILY AND MEDICAL LEAVE 

 

I. POLICY PURPOSE 
The purpose of  The Integrated Day School Governing Board complies with all staff and 

federal regulations regarding the Federal Family and Medical Leave Act of 1993 

(FMLA).This policy is to establishes guidelines for leaves taken by employees of 

Integrated Day Charter School (IDCS) under the Federal Family and Medical Leave 

Act of 1993 (“FMLA”). Nothing in this policy changes the IDCS Collective Bargaining 

Contracts.  

 

II. ELIGIBILITY 

Employees who have worked for Integrated Day Charter School for at least twelve 

(12) months, and who have worked at least 1,250 actual work hours, or, in the case 

of school paraprofessionals in an educational setting, who have worked at least 950 

actual hours or work, during the twelve (12) months immediately preceding the 

start of a leave, are eligible for unpaid leave under the FMLA. 

 

III. REASONS FOR LEAVE 

Leaves under the FMLA may be taken for the following set of reasons: 

A. Basic FMLA Reasons 

● incapacity due to pregnancy, prenatal medical care or childbirth; or 

● to care for the employee's newborn child; or 

● the placement of a child with the employee by adoption or for foster care; or 

● to care for the employee's spouse, including same sex marriages, child or 

parent who has a serious health condition; or  

● to care for the employee's own serious health condition that renders the 

employee unable to perform the functions of his or her position.; or 

●B. Service Members FMLA Reasons  

 to care for an injured or ill service member (see below – Length of Leave – for 

further information);: i) an injured or ill service member who is the 

employee’s spouse, parent, child or next of kin, and who incurred the injury 

or illness in the line of duty and while on active duty in the Armed Forces or 

had a preexisting injury or illness prior to beginning active duty that was 

aggravated by service in the line of duty on active duty in the Armed Forces; 

or, (ii) an injured or ill covered veteran who is the employee’s spouse, parent, 

child or next of kin.   
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 For service members, the injury or illness must render the service member 

medically unable to perform the duties of his/her office, grade, rank or rating.  

This provision applies to service members who are undergoing medical treatment, 

recuperation, or therapy, are in outpatient status, or who are on the temporary 

disability retired list, for a serious injury or illness. 

●  

  

● For covered veterans, the veteran must be undergoing medical treatment, 

recuperation or therapy for a serious injury or illness and s/he (1) was a member 

of the Armed Forces (including the National Guard or Reserves); (2) was 

discharged or released under conditions other than dishonorable; and (3) was 

discharged within the five-year period before the eligible employee first takes 

FMLA military caregiver leave to care for the veteran.11  

 

 For covered veterans, serious injury or illness means any of the following:  

(i) a continuation of a serious injury or illness that was incurred or 

aggravated when the covered veteran was a member of the Armed 

Forces and rendered the servicemember unable to perform the duties 

of the service member's office, grade, rank, or rating; or 

ii)  a physical or mental condition for which the covered veteran has 

received a U.S. Department of Veterans Affairs Service-Related 

Disability Rating (VASRD) of 50 percent or greater, and such VASRD 

rating is based, in whole or in part, on the condition precipitating the 

need for military caregiver leave; or 

(iii)  a physical or mental condition that substantially impairs the covered 

veteran's ability to secure or follow a substantially gainful occupation 

by reason of a disability or disabilities related to military service, or 

would do so absent treatment; or 

(iv)  an injury, including a psychological injury, on the basis of which the 

covered veteran has been enrolled in the Department of Veterans 

Affairs Program of Comprehensive Assistance for Family Caregivers, . 

 

●  oor 

● a qualifying exigency arising out of a family member’s military service, 

including one or more of the following reasons (note – more detailed 

information on the following categories is available from [e.g. the Human 

Resources office]): 

o short notice deployment; 

                                                 
11

 The employee’s first date of leave must be within the five year period.  However, the employee may 

continue to take leave throughout the single 12 month period even if the leave extends past the five year 

period.  Note - special rules may apply to calculating the five year period for veterans discharged 

between October 28, 2009 and March 8, 2013.  This period will effectively be excluded from the five 

year calculation. 
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o military events and related activities; 

o childcare and school activities; 

o financial and legal arrangements; 

o counseling; 

o rest and recuperation; 

o post-deployment activities; 

o parental care leave for military member’s parent who is incapable of 

self-care and care is necessitated by the member’s covered active 

duty; 

o additional activities that arise out of the active duty or call to active 

duty status of a covered military member, provided that Integrated 

Day Charter School and the employee agree that such leave qualifies 

as an exigency, and agree to both the timing and the duration of such 

leave. 

 

IV. LENGTH OF LEAVE 

(a) Basic FMLA Leave Entitlement 

 If a leave is requested for one of the above-listed reasons, each eligible 

employee may take up to a total of twelve (12) weeks unpaid family or medical 

leave in any 12-month entitlement period, given the reasons for and eligibility 

requirements have been met.   

 

 The 12-month entitlement period for family or medical leave is measured on 

the basis of [Employer has the option of selecting one of four methods of 

calculating the 12-month period.  If the employer has not chosen, then its 

inaction would require it to use the "best" (for the employee under the 

circumstances), of the following alternatives for each employee who takes 

leave:  (1) the calendar year; (2) any fixed 12-month "leave year" such as a 

fiscal year or the employee's anniversary date; (3) from the initial date of an 

employee's first leave under this policy; or (4) a "rolling" 12-month period 

measured backward from the date an employee uses any FMLA leave.  Note, to 

change calculation methods employer must plan ahead, giving at least sixty 

(60) days notice to all employees, and make no reduction in rights for 

employees using/requesting leave at the time of transition]. 

 

(b) Leave to care for an Injured or Ill Service member 

In addition to the reasons for leave listed above (Section III, B), an eligible employee 

may take up to twenty-six (26) workweeks of FMLA leave during a 12-month period 

to care for to care for an injured or ill service member. : i) an injured or ill service 

member who is the employee’s spouse, parent, child or next of kin, and who 

incurred the injury or illness in the line of duty and while on active duty in the 

Armed Forces or had a preexisting injury or illness prior to beginning active duty 

that was aggravated by service in the line of duty on active duty in the Armed 
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Forces; or, (ii) an injured or ill covered veteran who is the employee’s spouse, 

parent, child or next of kin. 

 

For service members, the injury or illness must render the service member 

medically unable to perform the duties of his/her office, grade, rank or rating.  This 

provision applies to service members who are undergoing medical treatment, 

recuperation, or therapy, are in outpatient status, or who are on the temporary 

disability retired list, for a serious injury or illness. 

 

For covered veterans, the veteran must be undergoing medical treatment, 

recuperation or therapy for a serious injury or illness and s/he (1) was a member of 

the Armed Forces (including the National Guard or Reserves); (2) was discharged or 

released under conditions other than dishonorable; and (3) was discharged within 

the five-year period before the eligible employee first takes FMLA military caregiver 

leave to care for the veteran.21  

 

 For covered veterans, serious injury or illness means any of the following:  

(i) a continuation of a serious injury or illness that was incurred or 

aggravated when the covered veteran was a member of the Armed Forces and 

rendered the servicemember unable to perform the duties of the service member's 

office, grade, rank, or rating; or 

ii)  a physical or mental condition for which the covered veteran has 

received a U.S. Department of Veterans Affairs Service-Related Disability Rating 

(VASRD) of 50 percent or greater, and such VASRD rating is based, in whole or in 

part, on the condition precipitating the need for military caregiver leave; or 

(iii)  a physical or mental condition that substantially impairs the covered 

veteran's ability to secure or follow a substantially gainful occupation by reason of a 

disability or disabilities related to military service, or would do so absent treatment; 

or 

(iv)  an injury, including a psychological injury, on the basis of which the 

covered veteran has been enrolled in the Department of Veterans Affairs Program of 

Comprehensive Assistance for Family Caregivers. 

 

 When combined with any other type of FMLA qualifying leave, total leave time may 

not exceed twenty-six (26) weeks in a single twelve (12) month period.  Standard 

FMLA leave procedures described below apply to all requests for and designation of 

leave for this purpose.  However, in the case of leave to care for an injured or ill 

                                                 
21

 The employee’s first date of leave must be within the five year period.  However, the employee may 

continue to take leave throughout the single 12 month period even if the leave extends past the five year 

period.  Note - special rules may apply to calculating the five year period for veterans discharged 

between October 28, 2009 and March 8, 2013.  This period will effectively be excluded from the five 

year calculation. 
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service member, the 12 month period begins on the day such leave actually 

commences. 

 

V. TYPES OF LEAVE AND CONDITIONS 

 

(a) Full-Time, Intermittent and Reduced Schedule Leave 

Full-time unpaid leave may be taken for any of the reasons permitted by the FMLA.  

Full-time leave excuses the employee from work for a continuous period of time. 

 

Intermittent leave means leave taken in separate periods of time rather than for one 

continuous period of time.  Examples of intermittent leave include: leave taken one 

day per week over a period of a few months; or leave taken on an occasional/as-

needed basis for medical appointments. 

 

Reduced schedule leave is leave that reduces the employee's usual number of work 

hours per day for some period of time.  For example, an employee may request half-

time work for a number of weeks so the employee can assist in the care of a 

seriously ill parent. 

 

An employee may take full-time, intermittent or reduced schedule leave whenever it 

is medically necessary for a serious health condition of the eligible employee, his or 

her spouse, child or parent.  Intermittent leave or reduced schedule leave for other 

reasons will be permitted only with the approval of the Director or his/her 

designee.   

 

If intermittent or reduced schedule leave is medically required, Integrated Day 

Charter School may, in its sole discretion, temporarily transfer the employee to 

another job with equivalent pay and benefits that better accommodates the type of 

leave requested.  Also, special arrangements may be required of an instructional 

employee who needs to take intermittent or reduced-schedule leave which will 

involve absence for more than twenty (20) percent of the work days in the period 

over which the leave will extend (for example, more than five days over a five-week 

period). For purposes of this policy, an instructional employee is defined as a 

teacher or other employee of the board who is employed principally in an 

instructional capacity and whose principal function is to teach and instruct students 

in a class, a small group, or an individual setting, and includes athletic coaches, 

driving instructors, and special education assistants such as signers for the hearing 

impaired. The term does not include teacher assistants or aides who do not have as 

their principal function actual teaching or instructing, nor auxiliary personnel such 

as counselors, psychologists, curriculum specialists, cafeteria workers, maintenance 

workers, bus drivers, or other primarily non instructional employees.  

 

(b) Both Spouses Working for the Same Employer 
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If both spouses are employees of Integrated Day Charter School and request leave 

for the birth, placement of a child by adoption or for foster care, or to care for a 

seriously ill parent, they only will be entitled to a maximum combined total leave 

equal to twelve (12) weeks in any 12-month entitlement period.  If either spouse (or 

both) uses a portion of the total 12-week entitlement for one of the purposes in the 

preceding sentence, each is entitled to the difference between the amount he or she 

has taken individually and the 12 weeks for FMLA leave for their own or their 

spouse's serious health condition in the 12-month entitlement periods. 

 

[OPTIONAL – if employer offers temporary light duty] 

(c) Light Duty 

Should an employee be offered a light duty opportunity during a period of FMLA 

leave, time spent performing the light duty assignment will not count against the 

employee’s FMLA leave entitlement.  The employee’s right to restoration to his or her 

job will be held in abeyance during the light duty assignment, or until the end of the 

applicable 12-month FMLA leave period. 

 

(d) Leave Taken by Instructional Employees Near the End of an 

Academic Term 

If a leave taken by an instructional employee for any reason begins more than five 

(5) weeks before the end of an academic term, Integrated Day Charter School may 

require that employee to continue the leave until the end of the term if the leave will 

last at least three (3) weeks and the employee would return to work during the 

three-week period before the end of the term. 

 

If the employee begins a leave during the five-week period preceding the end of an 

academic term for a reason other than the employee's own serious health condition, 

Integrated Day Charter School may require the employee to continue taking leave 

until the end of the term if the leave will last more than two (2) weeks and the 

employee would return to work during the two-week period before the end of the 

term. 

 

If the employee begins a leave during the three-week period preceding the end of an 

academic term for a reason other than the employee's own serious health condition, 

Integrated Day Charter School may require the employee to continue taking leave 

until the end of the term if the leave will last more than five (5) working days. 

 

VI. REQUESTS FOR LEAVE 

Requests for a family or medical leave must be submitted to the personnel 

department at least thirty (30) days before the leave is to commence, if possible.  If 

thirty (30) days notice is not possible, requests must be submitted as soon as 

practicable under the circumstances.   
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For leaves taken because of the employee's or a family member's serious health 

condition, the employee must submit a completed the IDCS Medical Certification 

Form "Physician or Practitioner Certification" form before the leave begins if 

possible.  This form may be obtained from the Director or designee personnel 

department.  If such advance certification is not possible, the medical certification 

must be provided by the employee within fifteen (15) calendar days of the 

Integrated Day Charter School's request for the medical certification. 

 

If an employee takes leave to care for his or her own serious health condition, 

immediately upon return to work the employee must provide medical certification 

that the health condition which created the need for the leave no longer renders the 

employee unable to perform the functions of the job.  This certification must be 

submitted to the Director personnel department. 

 

In connection with Integrated Day Charter School’s request for medical information, 

employees must be aware that: The Genetic Information Nondiscrimination Act of 

2008 (GINA) prohibits employers and other entities covered by GINA from 

requesting or requiring genetic information of an individual or family member of 

the individual, except as specifically allowed by this law. To comply with this law, 

the Integrated Day Charter School requests that employees not provide any 

genetic information when responding to a request for medical information. ‘Genetic 

information,’ as defined by GINA, includes an individual’s family medical history, the 

results of an individual’s or family member’s genetic tests, the fact that an individual 

or an individual’s family member sought or received genetic services, and genetic 

information of a fetus carried by an individual or an individual’s family member or 

an embryo lawfully held by an individual or family member receiving assistive 

reproductive services. 

[Note: The medical certification form should include the above language 

related to GINA.] 

 

VII. USE OF PAID LEAVE 

Accrued paid personal leave and accrued paid vacation will be substituted (in that 

order) for any unpaid portions of family or medical leave taken for any reason.  

However, where the leave is for the employee's own serious health condition, 

accrued paid sick leave shall be substituted for unpaid portions of family or medical 

leave prior to the substitution of accrued paid personal and accrued paid vacation 

leave.  The amount of unpaid family or medical leave entitlement is reduced by the 

amount of paid leave that is substituted. 

 

In addition, in cases involving absences due to a Workers’ Compensation injury that 

also qualifies as an FMLA serious health condition, and if the employee agrees with 

Integrated Day Charter School to do so, Integrated Day Charter School will apply 

the employee’s available accrued paid leave in increments as a supplement to the 
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Workers’ Compensation weekly benefit in an appropriate amount so that the 

employee can maintain his or her regular weekly income level. 

 

VIII. MEDICAL INSURANCE AND OTHER BENEFITS 

 

During approved family or medical leaves of absence, Integrated Day Charter 

School will continue to pay its portion of medical insurance premiums for the 

period of unpaid family or medical leave.  The employee must continue to pay 

his/her share of the premium, and failure to do so may result in loss of coverage.  If 

the employee does not return to work after expiration of the leave, the employee 

will be required to reimburse Integrated Day Charter School for payment of 

medical insurance premiums during the family or medical leave, unless the 

employee does not return because of a serious health condition or circumstances 

beyond the employee's control. 

 

During an FMLA leave, an employee shall not accrue [list benefits, such as 

seniority, pension benefits, or sick or vacation leave], unless otherwise required 

by  any applicable collective bargaining agreement or Integrated Day Charter 

School Policy.  However, unused employment benefits accrued by the employee up 

to the day on which the leave begins will not be lost upon return to work.  Leave 

taken under this policy does not constitute an absence under Integrated Day 

Charter School's attendance policy. 

 

IX. REINSTATEMENT 

Except for circumstances unrelated to the taking of a family or medical leave, an 

employee who returns to work following the expiration of a family or medical leave 

is entitled to return to the job held prior to the leave or to an equivalent position with 

equivalent pay and benefits. When an employee returns from FMLA leave, benefits 

will be resumed in the same manner as provided prior to taking the leave, subject to 

any changes in benefit levels that may have occurred during the FMLA leave period 

and which affect the entire work force.  The employee must submit the IDCS Return 

to Work Medical Certification Form.  

 

X. ADDITIONAL INFORMATION 

Questions regarding family or medical leave may be directed to the Director or 

his/her designee.  An employee may file a complaint with U.S. Department of Labor 

or may bring a private lawsuit against an employer.  FMLA does not affect any 

federal or state law prohibiting discrimination, or supersede any state or local law 

or collective bargaining agreement which provides greater family or medical leave 

rights. 

 

Legal References: 

 Conn. Gen. Stat. § 31-51rr 
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 Regs. Conn. State Agencies 31-51rr-1, et seq. 

 Public Act 07-245 An Act Concerning Family and Medical Leave for 

 Municipal Employees and the Applicability of Certain Statutory Provisions to 

 Civil Union Status.   

United States Code: 

 Family and Medical Leave Act of 1993, 29 U.S.C. Section 2601 et seq., as 

 amended 

 29 CFR Part 825.100 et seq. 

 Title II of the Genetic Information Nondiscrimination Act of 2008, 

Pub.L.110 233, 42 USC 2000ff; 34 CFR 1635 

ADOPTED: ______ 

REVISED: _______ 

 

9.9.14 
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         Series 5004 

         Students 
 

 

CONFIDENTIALITY AND ACCESS TO EDUCATION RECORDS 
 

I. POLICY 
 

The Integrated Day Charter School Governing Board ("Board") complies with the state 

and federal laws and regulations regarding confidentiality, access to and amendment of 

education records.  The Board shall implement procedures that protect the privacy of 

parents and students while providing proper access to records.  Availability of these 

procedures shall be made known annually to parents of students currently in attendance 

and eligible students currently in attendance. 

 

II. DEFINITIONS 
 

A. Access is defined as the right to inspect or review a student's education records 

or any part thereof.  Access may include the right to receive copies of records 

under limited circumstances. 

 

B. Authorized representative means any entity or individual designated by the 

Board, a State educational authority, or an agency headed by an official listed 

in 34 C.F.R. § 99.31(a)(3), to conduct -- with respect to Federal- or State-

supported education programs-- any audit or evaluation, or any compliance or 

enforcement activity in connection with Federal legal requirements that relate 

to these programs. 

 

C. Biometric record, as used in the definition of personally identifiable 

information, means a record of one or more measurable biological or 

behavioral characteristics that can be used for automated recognition of an 

individual, such as fingerprints, retina and iris patterns, voiceprints, DNA 

sequence; facial characteristics and handwriting. 

 

D. De-identified education records means education records or information from 

education records from which all personally identifiable information has been 

removed, and for which the school has made a reasonable determination that a 

student’s identity is not personally identifiable, whether through single or 

multiple releases, taking into account other reasonably available information. 

 

E. Directory Information includes information contained in an education record 

of a student that would not generally be considered harmful or an invasion of 

privacy if disclosed. Directory information includes, but is not limited to, the 

parent’s name, address and/or e-mail address, the student’s name, address, 
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telephone number, e-mail address, photographic, computer and/or video 

images, date and place of birth, major field(s) of study, grade level, enrollment 

status (full-time; part-time), participation in school-sponsored activities or 

athletics, weight and height (if the student is a member of an athletic team), 

dates of attendance, degrees, honors and awards received, and the most recent 

previous school(s) attended, and student identification numbers for the limited 

purposes of displaying a student identification card.  The student identification 

number, however, will not be the only identifier used when obtaining access to 

education records or data.  Directory information does not include a student’s 

social security number, student identification number or other unique personal 

identifier used by the student for purposes of accessing or communicating in 

electronic systems unless the identifier cannot be used to gain access to 

education records except when used in conjunction with one or more factors 

that authenticate the user’s identity, such as a PIN or password. 

 

F.  Disciplinary action or proceeding means the investigation, adjudication or 

imposition of sanctions by an educational agency or institution with respect to 

an infraction or violation of internal rules of conduct applicable to students. 

 

G. Disclosure means to permit access to or to release, transfer, or other 

communication of personally identifiable information as contained in 

education records by any means, including oral, written or electronic means, to 

any party except the party identified as the party that provided or created the 

record.  

 

H. Education Records 

 

1. Education records means any information directly related to a student that 

is recorded in any manner (e.g., handwriting, print, computer media, video 

or audio tape, film, microfilm, and microfiche) and that is maintained by 

the school system or persons acting for the school system. 

 

2. Education records do not include: 

 

a)  private, personal, or working notes in the sole possession of the 

 maker thereof, and which are not accessible or revealed to any 

 other individual except a "substitute"; 

 

b) records maintained by a law enforcement unit of the charter school 

that were created by that unit for the purpose of law enforcement; 

 

c) employment records used only in relation to the student's 

employment by Integrated Day Charter School that are 1) made 

and maintained in the normal course of business, 2) relate 

exclusively the student’s capacity as an employee, and 3) are not 

made available for any other purpose; 
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d) records on an eligible student (i.e. over 18 or attending a 

postsecondary educational institution) that are considered 

“treatment records” as they meet the following criteria: 1) the 

records are maintained by a physician, psychiatrist, psychologist, or 

other recognized professional or paraprofessional acting in his or 

her professional capacity or assisting in a paraprofessional 

capacity, 2)  the records are made in connection with the treatment 

of the student and 3) the records are disclosed only to individuals 

providing such treatment (treatment does not include remedial 

educational activities or activities that are part of the program or 

instruction of Integrated Day Charter School); however, the 

school district charter school must, upon request, permit an eligible 

student to have a physician or other appropriate professional of the 

student’s choice review his/her treatment records; 

 

e) records created or received by the charter school after an individual 

is no longer a student in attendance and that are not directly related 

to the individual’s attendance as a student; and 

 

f) grades on peer-graded papers before they are collected and 

recorded by a teacher. 

 

I.  Eligible Student is a student or former student who has reached 18 years of age 

or is attending an institution of post-secondary education or is an emancipated 

minor. 

 

 

K. Legitimate Educational Interest means the need for a school official to review 

an education record in order to fulfill his or her professional responsibilities. 

 

L. Parent is defined as a parent or parents of a student, including a natural parent, 

a guardian, or surrogate parent, or an individual acting as a parent in the 

absence of a parent or guardian.  The rights of a parent shall transfer to an 

eligible student; however, a parent of a student who claims that student as a 

dependent under Section 152 of the Internal Revenue Code of 1986 is entitled 

to access to the student's education records without the eligible student's 

consent.   

 

M. Personally Identifiable Information includes, but is not limited to, the student’s 

name; the name of the student’s parent or other family members; the address 

of the student or his/her family; a personal identifier, such as the student’s 

social security number, student number or biometric record; other indirect 

identifiers, such as the student’s date of birth, place of birth, and mother’s 

maiden name; other information that, alone or in combination, is linked or 

linkable to a specific student that would allow a reasonable person in the 
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school community, who does not have personal knowledge of the relevant 

circumstances, to identify the student with reasonable certainty; or information 

requested by a person who the charter school reasonably believes knows the 

identity of the student to whom the education record relates. 

 

N. School Official is a person employed by the charter school as an administrator, 

supervisor, instructor or support staff member (including health or medical 

staff and law enforcement unit personnel); a person serving on the Board of 

Education Governing Board of the school; a person or company with whom 

the district charter school has contracted to perform a special task (such as an 

attorney, auditor, consultant, therapist, or school resource officer); or a parent 

or student serving on an official committee, such as a disciplinary or grievance 

committee, or assisting another school official in performing his or her tasks. 

 

O. Signed and Dated Written Consent to disclose personally identifiable student 

information from a student’s education records must specify the records to be 

disclosed, the purpose of disclosure and the party to whom such records 

should be provided.  Consent may include a record and signature in electronic 

form provided that the consent identifies and authenticates a particular person 

as the source of electronic consent. 

 

III. ANNUAL NOTIFICATION OF RIGHTS / RELEASE OF DIRECTORY 

INFORMATION 
 

A. On an annual basis, the school district Integrated Day Charter School will 

notify parents and/or eligible students currently in attendance of their rights 

regarding a student's education records.  This notice will be published in all 

student handbooks in the school and will also be published in the school’s 

guide to Special Education Services and will be published in any other 

manner "reasonably likely" to inform such parents and eligible students of 

their rights.  Integrated Day Charter School will take steps to ensure that 

parents or eligible students whose primary or home language is not English or 

who are disabled will also be notified of their rights regarding a student's 

education records. 

 

B. On an annual basis, the school district Integrated Day Charter School will 

also notify parents and/or eligible students currently in attendance of any 

categories of information designated as directory information.  This notice 

will provide such individuals with an opportunity to object to such disclosure.  

An objection to the disclosure of directory information shall be good for only 

one school year.  Parents and/or eligible students may not use the right to 

opt out of directory information disclosures to prohibit the school from 

requiring students to wear or display a student identification card. 
 

C. In the annual notification, Integrated Day Charter School will also provide 

notice to parents and/or eligible students that Integrated Day Charter School 
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is legally obligated to provide military recruiters or institutions of higher 

education, upon request, with the names, addresses and telephone numbers of 

secondary school students, unless the secondary student or the parent of the 

student objects to such disclosure in writing.  Such objection must be in 

writing and shall be effective for one school year.   

 

 IV. CONFIDENTIALITY OF EDUCATION RECORDS 
 

A. All school officials are directed to maintain the confidentiality of personally 

identifiable information contained in a student’s education records.  Each 

person who has access to education records is responsible for ensuring 

personally identifiable information is protected from disclosure at collection, 

storage, disclosure, and destruction stages.  Disclosure of information is 

permitted only in accordance with Board policy and administrative regulations 

and in a manner consistent with state and federal law. 

 

B. Education records are not public records and any disclosure other than to 

persons authorized to receive the records without prior consent of a parent or 

an eligible student violates the law and Governing Board policy, except as 

provided in federal and state statutes. 

 

C. The School Integrated Day Charter School shall use reasonable methods, 

including administrative policies and procedures, as well as physical and 

technological access controls, to ensure that school officials obtain access to 

only those education records in which they have a legitimate educational 

interest. 

 

D. The School  Integrated Day Charter School shall use reasonable methods to 

identify and authenticate the identity of parents, students, school officials and 

other parties to whom The District School Integrated Day Charter School 

discloses personally identifiable information from education records. 

 

E. The School Integrated Day Charter School shall require contractors and 

other outside agencies with access to education records to certify their 

compliance with the confidentiality requirements of this policy, as well as 

applicable state and federal law. 

 

V. ACCESS TO EDUCATION RECORDS 
 

A. Parents and/or an eligible student have the right to inspect and review all 

education records of the student unless such rights have been waived under 

Section XI, below.   Parents' rights of inspection and review are restricted to 

information dealing with their own child.  In the case of an eligible student, 

the right to inspect and review is restricted to information concerning the 

student.  All requests for access to education records must be in writing.   
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B. When submitting a written request to inspect or review education records, the 

request must identify the record or records being sought.  The School  

Integrated Day Charter School will notify the parent or eligible student of 

the date, time, and location where the records may be inspected and reviewed.   

 

C. The parents or eligible students may designate in writing a representative to 

inspect and review the records.  Consent for disclosure of education records to 

a designated representative must be signed and dated by the parent or eligible 

student. 

 

D. A school professional shall be present at all such inspections and reviews and 

shall respond to reasonable requests for explanations and interpretations of the 

records. 

 

E. For the records of regular education students, The Board Integrated Day 

Charter School will make education records available for inspection and 

review by parents or eligible students within a reasonable period of time, but 

in any event, no more than forty-five (45) calendar days from the receipt of a 

written request.   

 

F. For students requiring special education, The Board Integrated Day 

Charter School will comply with a request to inspect and review and inspect 

the child’s education records  within ten (10) days of the request; or within 

three (3) days of the request if the request is in order to prepare for a meeting 

regarding an PPT meeting (planning and placement team meeting) or any due 

process proceeding. without unnecessary delay and before any meeting 

regarding an IEP or any due process hearing or resolution session held in 

accordance with the IDEA; otherwise, Integrated Day Charter School will 

comply with such request not later than ten (10) school days of such request. 

 

G. Parents of students eligible to receive special education and related services 

(or the eligible student) have the right to receive one free copy of their child’s 

(his/her) education records.  The request for the free copy must be in writing 

and the Board Integrated Day Charter School will shall comply with the 

written request within ten (10) school days of the request.  Notwithstanding 

the fact that a test instrument or portion of a test instrument may meet the 

criteria of an “education record” under the Family Educational Rights and 

Privacy Act, 20 USC 1232g, any test instrument or portion of a test instrument 

for which the test manufacturer asserts a proprietary or copyright interest in 

the instrument shall not be copied. The parent or eligible student retains the 

right to review and inspect such information and the Board of Education 

Integrated Day Charter School shall respond to reasonable requests from the 

parent or eligible student for explanations and interpretations of the student’s 

education record, which may include reviewing copyrighted testing 

instruments. 
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H. Aside from a parent or eligible student, staff members, school employees and 

other school officials may access a student’s education records only if they 

have been determined by the school system to have a legitimate educational 

interest in accessing the information contained in such records.  Disclosures to 

any other parties, may only be made in accordance with the exemptions and 

provisions set forth in Section VII, below.   

 

I. Pursuant to the procedures set forth in Section VI, below, the school 

Integrated Day Charter School maintains a record of all parties that have 

requested access to education records, including access to education records 

found in computer memory banks. 

 

J. Non-custodial Parents: 

 

 A parent does not lose his or her right to access to education records upon 

divorce.  Non-custodial parents retain their rights to review their child's 

education records unless the school Integrated Day Charter School has been 

provided with evidence that there is a court order, state statute, or legally 

binding document relating to such matters as divorce, separation, or custody 

that specifically revokes the non-custodial parent’s rights.  School notices shall 

be mailed to the non-custodial parent/guardian requesting the notices at the 

same time that they are provided to the custodial parent/guardian.  Any 

requests by the non-custodial parent/guardian to receive school notices shall 

be effective for as long as the child remains in the school the student is 

attending at the time of the request. 

 

K. Copies of Education Records/Fees: 

 

 

the school  Integrated Day Charter School cannot charge a fee to search 

for or to retrieve the education records of a student.  As noted above, if a 

student has been identified as requiring special education and related 

services, the parents’ (or eligible student’s) right to inspect and review the 

child's records shall include the right to receive one free copy of those 

records.  The request for the free copy shall be made in writing.  The 

Governing Board shall comply with such request as stated above. A charge 

will be levied for additional copies; in no case will the charge exceed [50¢] 

per page. [Please note that the charter school may or may not charge for 

copies, provided such fee is consistent with its policy for charging for 

copies of records for regular education students and provided that such 

fee does not effectively prohibit the parent/student from exercising their 

rights to access records].   
 

 In addition to the provision above regarding special education students, if  

 circumstances effectively prevent the parent or eligible student from  
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 exercising the right to inspect and review the student’s education records,  

 the school  Integrated Day Charter School shall: 

 

 a. provide the parent or eligible student with a copy of the  

  records requested, or  

 

b.  make other arrangements for the parent or eligible student 

 to inspect and review the requested records. 

 

 [As noted above, a charter school may charge a fee for all other copies of 

education records, provided that the imposition of a fee does not effectively 

prevent a parent and/or eligible student from exercising their rights to access 

records.  If the charter school elects to charge a fee for copies beyond the 

one free copy of special education records, we suggest the following 

provision:  
 

Integrated Day Charter School reserves the right to charge for 

copies of a student’s education records.  Such charge will not exceed 

50¢ per page.] 
 

VI. RECORD KEEPING REQUIREMENTS/DOCUMENTATION OF 

ACCESS TO EDUCATION RECORDS 
 

A. the school  Integrated Day Charter School will appoint an individual to be 

responsible for the care and upkeep of all education records.  Education 

records are kept by categories, each of which encompasses a specific type of 

data collected during a student's educational career.  These categories also 

determine how long the school  Integrated Day Charter School must 

maintain the records. the school   Integrated Day Charter School will 

provide to parents, on request, a list of the categories and locations of 

education records collected, maintained, or used by the school  Integrated 

Day Charter School. 

 

B. Except as provided below, a record (log) will be kept documenting each request 

for, and disclosure of, personally identifiable information from the education 

records of each student, including information found in computer memory banks. 

The record log shall contain: 

 

1) the name of any individual, agency, or organization that requested or 

obtained access to the student's records; 

2) the date of the request for access; 

3)  whether access was given; 

4)  the purpose for which the party was granted access to the records; 

5) the names of additional parties to whom the receiving party may disclose 

the information on behalf of the school  Integrated Day Charter School; 

and 
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6) the legitimate educational interest in obtaining the information. 

 

C. The record (log) requirement does not apply to requests from, or disclosure to: 

 

 1)  a parent or eligible student; 

2) a party seeking directory information; 

3) a party who has a signed and dated written consent from the parent and/or 

eligible student; 

4) school officials from the school  Integrated Day Charter School in which 

the student is currently enrolled who have a legitimate educational interest 

in the information contained in the student's record; or 

5) persons seeking or receiving the information as directed by a Federal grand 

jury, other law enforcement subpoena, or ex parte order of the Attorney 

General of the United States (provided that the information requested is 

not to be redisclosed). 

 

C. The record (log) is a permanent part of the student’s education records and 

must be available to the parent or eligible student upon request. 

 

D. If the district Integrated Day Charter School makes a release of education 

records without consent in a health and safety emergency, the school must 

record: 

 

1) the articulable and significant threat to the health and safety of a 

student or other individuals that formed the basis for disclosure; and 

2) the parties to whom it disclosed the information. 

 

VII. THE RELEASE OF RECORDS OR PERSONALLY IDENTIFIABLE 

INFORMATION 

 

A. The school system Integrated Day Charter School or its designated agent(s) may 

not permit release of education records or any information from such records 

which contains personally identifiable student information to any outside 

individual, agency, or organization without the signed and dated written consent of 

the parents or eligible student, except as indicated in Section VII.C below.  

Personally identifiable information contained in the education record, other than 

directory information, will not be furnished in any form (i.e., written, taped, 

person-to-person, statement over the telephone, on computer disk, e-mailed, etc.) 

to any person other than those listed below, unless prior written consent has been 

obtained. 

 

B. To be effective, the written consent must be signed and dated and must specify 

the records that may be disclosed, state the purpose of the disclosure, and 

identify the party or class of parties to whom the disclosure may be made. 
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C. Personally identifiable information may be released without consent of the 

parents, or the eligible student, only if the disclosure meets one of the criteria 

set forth below: 

 

1. The disclosure is to other school officials within Integrated Day Charter 

School, including teachers, who have been determined by the school to 

have legitimate educational interests in the education records.  

 

2. The disclosure is to a contractor, consultant, volunteer, or other party to 

whom an agency or institution has outsourced institutional services or 

functions, provided that the outside party (a) performs an institutional 

service or function for which the school  Integrated Day Charter School 

would otherwise use employees, (b) is under the direct control of the 

school Integrated Day Charter School with respect to the use and 

maintenance of education records, and is subject to the requirements of 

FERPA with respect to the use and redisclosure of personally identifiable 

information from education records. Integrated Day Charter School shall 

comply with Subsection I of this policy prior to the provision of student 

records, student information, or student-generated content to a consultant 

or operator, as those terms are defined in Subsection I.   

 

3. Transfer Students:   

 

 a) The disclosure is to officials of another school, including other 

public schools, charter schools, and post-secondary institutions, in 

which the student seeks or intends to enroll, or where the student is 

already enrolled so long as the disclosure is for purposes related to the 

student’s enrollment or transfer.  Disclosure of personally identifiable 

information will be made only upon condition that the student’s 

parents be notified of the transfer, receive a copy of the record if 

desired, and have an opportunity for a hearing to challenge the content 

of the record pursuant to Section X.  

 

 b) When a student enrolls in a new public school district (or public 

charter school), the receiving school district or school must send 

written notice of such enrollment to the school the student previously 

attended not later than two (2) business days after the student enrolls.  

Not later than ten (10) days after receipt of such notice, the sending 

school shall transfer the student’s records to the new school district or 

school. 

 

c)  Upon notification by the Department of Children and Families 

of a decision to change the school placement for a student 

attending a charter school Integrated Day Charter School who is 

placed in out-of-home care by DCF pursuant to an order of 

temporary custody or an order of commitment, in accordance with 
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section 46b-129 of the Connecticut General Statutes, the charter 

school’s Integrated Day Charter School shall transmit to the 

receiving school, not later than one (1) business day after receipt of 

such notification from DCF, all essential education records for the 

student, including, but not limited to, the student's individualized 

education plan and behavioral intervention program (“IEP”), if 

any, and all documents necessary for the receiving school to 

determine appropriate class placement and to provide educational 

services. The charter school Integrated Day Charter School shall 

transfer nonessential records to the receiving school in accordance 

with subsection b) above. 

 

4. The disclosure is to authorized representatives of the U.S. Comptroller, the 

U.S. Attorney General, the U.S. Secretary of Education; or State or local 

educational authorities. under the following conditions: the school shall 

provide such authorized representatives access to student or other records 

that may be necessary in connection with the audit, evaluation, or 

enforcement of state and federally supported education programs, but shall 

not permit such representatives to collect personally identifiable 

information unless specifically authorized to do so by state and federal law 

or if the parent or eligible student has given written consent for the 

disclosure.  Disclosures of this nature may be made only in connection 

with an audit or evaluation of Federal or State supported education 

programs, or for the enforcement of or compliance with the Federal legal 

requirements that related to these programs, so long as the school enters 

into a written agreement with the authorized representatives conducting the 

audit or evaluation, which agreement must comply with 34 C.F.R. 

99.35(a)(3) and require that the authorized representative protects the 

confidentiality of personally identifiable student information consistent 

with FERPA requirements.  Such entities may make further disclosure of 

personally identifiable information to outside entities that are designated 

by them as their authorized representatives to conduct any audit, 

evaluation, or enforcement or compliance activity on their behalf.   

 

5. The disclosure is made in connection with a student's application for, or 

receipt of, financial aid, if such information is necessary to determine 

eligibility for, the amount of, or the conditions for financial aid, or to 

enforce the terms and conditions of financial aid. 

 

6. The disclosure is to state and local officials or authorities within the 

juvenile justice system as long as the officials and authorities to whom the 

records are disclosed certify in writing to charter school Integrated Day 

Charter School that (a) the information is required by the court, (b) will 

not be disclosed to any other party without the prior, written consent of the 

parent of the student, except as provided under State law.  Disclosure shall 

be permitted for information relating to the student’s school attendance, 
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adjustment and behavior, as well as the student’s IEP and related 

documents if the student receives special education services.  If a student is 

placed on probation by the juvenile court, charter school Integrated Day 

Charter School officials may issue their own recommendation concerning 

the conditions of the student's probation.    

 

7. The disclosure is to organizations conducting studies for, or on behalf of, 

educational agencies or institutions for the purpose of developing, 

validating, or administering predictive tests, administering student aid 

programs, or improving instruction, so long as (a) the study does not 

permit personal identification of parents or students by individuals other 

than representatives of the organization, (b) the information is destroyed 

after it is no longer needed for the purposes for which the study was 

conducted, and (c) the school Integrated Day Charter School enters into 

a written agreement with the organization conducting the study that 

ensures that the study protects the confidentiality of personally identifiable 

student information consistent with FERPA requirements. 

 

8. The disclosure is to accrediting organizations in order to carry out their 

accrediting functions. 

 

9. The disclosure is to parents of an eligible student who claim that student as 

a dependent student as defined in Section 152 of the Internal Revenue 

Code of 1986. 

 

10. The disclosure is to comply with a judicial order or lawfully issued 

subpoena, provided that the educational agency makes a reasonable effort 

to notify the parent or the eligible student in advance of compliance, unless 

such disclosure is in compliance with (a) a federal grand jury subpoena 

and the court has ordered that the existence or the contents of the subpoena 

or the information furnished in response to the subpoena not be disclosed; 

or (b) any other subpoena issued for a law enforcement purpose and the 

court or other issuing agency has ordered that the existence or the contents 

of the subpoena or the information furnished in response to the subpoena 

not be disclosed; or (c) an ex parte order obtained by the United States 

Attorney General (or designee not lower than an Assistant Attorney 

General) concerning the investigation or prosecution of terrorism crimes 

specified in sections 2332b(g)(5)(B) and 2331 of title 18, U.S. Code. 

 

11. If the school Integrated Day Charter School initiates legal action against 

a parent or student, the school Integrated Day Charter School  may 

disclose to the court, without a court order or subpoena, the education 

records of the student that are relevant for the school Integrated Day 

Charter School to proceed with the legal action as plaintiff. 
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12. If a parent or eligible student initiates legal action against the school 

Integrated Day Charter School, the school may disclose to the court, 

without a court order or subpoena, the student’s education records that are 

relevant for the school Integrated Day Charter School  to defend itself. 

 

13. The disclosure is to appropriate parties, including parents of an eligible 

student, in connection with a health and safety emergency if knowledge of 

the information is necessary to protect the health or safety of the student or 

other individuals.  In making a determination regarding the disclosure of 

education records without consent in a health and safety emergency, the 

school Integrated Day Charter School may take into account the totality 

of the circumstances pertaining to the threat to the health or safety of a 

student or other individuals.  If the school Integrated Day Charter 

School reasonably determines that there is an articulable and significant 

threat to the health or safety of a student or other individuals, it may 

disclose information from education records to any person whose 

knowledge of the information is necessary to protect the health or safety of 

the student or other individuals, provided, however, that the school 

Integrated Day Charter School  record such disclosure in accordance 

with Section VI. D, above.  

 

14. The disclosure is to the parent of a student who is under 18 years of age or 

to the student. 

 

15. The disclosure concerns sex offenders and other individuals required to 

register under Section 170101 of the Violent Crime Control and Law 

Enforcement Act of 1994, 42 U.S.C. 14071, and the information was 

provided to the district Integrated Day Charter School under 42 U.S.C. 

14071 and applicable federal guidelines.    

 

16. The disclosure is to the Secretary of Agriculture or an authorized 

representative from the Food and Nutrition Service, or contractors acting 

on its behalf, for the purposes of conducting program monitoring, 

evaluations, and performance measurements of state and local educational 

and other agencies and institutions receiving funding or providing benefits 

of one or more federal meal or nutrition programs in order to report 

aggregate results that do not identify any individual.  Such disclosures may 

only be made if (1) the data collected will be protected to prevent the 

personal identification of students and their parents by other than the 

authorized representatives of the Secretary of Agriculture, and (2) any 

personally identifiable data will be destroyed when they are no longer 

needed for program monitoring, evaluations, and performance 

measurements. 

 

17. The disclosure is to an agency caseworker or other representative of the 

Department of Children and Families (“DCF”) or other child welfare 
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agency or tribal organization who has the right to access a student’s case 

plan when the agency or organization is legally responsible for the care 

and protection of the student.  The agency or organization may not disclose 

the education records or personally identifiable information contained in 

such, except to an individual or entity engaged in addressing the student’s 

educational needs and authorized by the agency or organization to receive 

such disclosure.  Any disclosures made by the agency or organization must 

comply with applicable confidentiality laws for student education records. 

 

 

D. Directory Information  

 

the school Integrated Day Charter School l will notify parents (of students 

currently enrolled within the school Integrated Day Charter School  or 

eligible students (currently enrolled in the school) annually of any categories 

of information designated as directory information.  This notice will provide 

such individuals with an opportunity to object to such disclosure.  An 

objection to the disclosure of directory information shall be good for only one 

school year.   

 

Schools are legally obligated to provide military recruiters or 

institutions of higher education, upon request, with the names, 

addresses and telephone numbers of secondary school students, unless 

the secondary student or the parent of the student objects to such 

disclosure in writing.  Such objection must be in writing and shall be 

effective for one school year.   

 

1. In all other circumstances, information designated as directory information 

will not be released when requested by a third party unless the release of 

such information is determined by the administration to be in the 

educational interest of the school Integrated Day Charter School  and is 

consistent with the school’s obligations under both state and federal law. 

 

2. the school Integrated Day Charter School  may disclose directory 

information about students after they are no longer in enrollment in the 

school.  Notwithstanding the foregoing, the school Integrated Day 

Charter School  will continue to honor any valid objection to the 

disclosure of directory information made while a student was in attendance 

unless the student rescinds the objection. 

 

3. An objection to the disclosure of directory information shall not prevent 

the school Integrated Day Charter School  from disclosing or requiring a 

student to disclose the student’s name, identified or institutional email 

address in a class in which the student is enrolled.  Parents and/or eligible 

students may not use the right to opt out of directory information 



 

2268429v7  © 2017 Shipman & Goodwin LLP. All rights reserved. 

disclosures to prohibit the school from requiring students to wear or 

display a student identification card. 

 

 4. the school Integrated Day Charter School  will not use the student’s 

social security number or other non-directory information alone or 

combined with other elements to identify or help identify the student or the 

student’s records.   

 

E. De-identified Records and Information  

 

1. the school Integrated Day Charter School  may release education 

records or information from education records without the consent of a 

parent or eligible student after the removal of all personally identifiable 

information, provided that the school Integrated Day Charter School  

has made a reasonable determination that a student’s identity is not 

personally identifiable, whether through single or multiple releases, taking 

into account other reasonably available information.  

 

2. the school Integrated Day Charter School  may release de-identified 

education records including student level data from education records for 

the purpose of education research by attaching a code to each record that 

may allow the recipient to match information received from the same 

source, provided that: 

 

a)  the school Integrated Day Charter School  does not disclose any 

information about how it generates and assigns a record code, or that 

would allow a recipient of the information to identify a student based 

on the record code; 

b)  the record code is used for no purpose other than identifying a de-

identified record for the purposes of education research and cannot be 

used to ascertain personally identifiable information about a student; 

and 

c)  the record code is not based on a student’s social security number or 

other personal information. 

 

F. Disciplinary Records: 

 

 Nothing in this policy shall prevent the school Integrated Day Charter School  

from: 

 

1. Including in the education records of a student appropriate information 

concerning disciplinary action taken against the student for conduct that 

posed a significant risk to the safety or well-being of that student, other 

students, or other members of the school community. 
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2. Disclosing appropriate information concerning disciplinary action taken 

against a student for conduct that posed a significant risk to the safety or 

well-being of that student, other students, or other members of the school 

community, to teachers and school officials who have been determined to 

have legitimate educational interests in the behavior of the student. 

 

G. In accordance with state and federal law, Ithe school Integrated Day Charter 

School  will facilitate the transfer of records of suspension and expulsion of a 

student to officials of any private elementary or secondary school in which the 

student is subsequently enrolled or seeks, intends or is instructed to enroll.   

 

H. Records of the Department of Children and Families (“DCF”) 

 

1. Documents related to any DCF child abuse and/or neglect investigations 

that are maintained by the Board Integrated Day Charter School  are 

considered education records under the Family Educational  FERPA.  As 

such, they are subject to the confidentiality and disclosure requirements set 

forth in this policy and in corresponding provisions of state and federal 

law.  Such records, including records of allegations, investigations and 

reports made to DCF, should be kept in a confidential and central location, 

with restricted access and shall be disclosed only as authorized by law.  In 

addition to meeting the requirements under FERPA, should the Board 

receive a request to disclose confidential DCF records to an outside third 

party, the Board shall redact the name or other personally identifiable 

information concerning the individual suspected of being responsible for 

the alleged abuse and/or neglect unless the requested records are being 

released to the individual named in the DCF records. 

 

2. In addition, the school Integrated Day Charter School  shall redact the 

name or any personally identifiable information related to the identity of 

any individual responsible for making a report of alleged child abuse 

and/or neglect before releasing or transferring any DCF records containing 

such reports. 

 

I. Integrated Day Charter School shall enter into a written contract with a consultant 

or operator any time it shares or provides access to student information, student 

records, or student-generated content with such consultant or operator.   This 

contracting requirement applies to any contract entered into, amended or renewed on 

or after October 1, 2016.   

 

1. The provisions of said contract shall comply with the requirements of 

Public Act 16-189.   

 

2. Not later than five (5) business days after executing a contract pursuant to 

this subsection, Integrated Day Charter School shall provide electronic 

notice to any student and the parent or legal guardian of the student 
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affected by the contract.  Such notice and the contract shall be posted on 

the Integrated Day Charter School Internet web site. The notice shall: 

 

a. Explain that the contract has been executed and the date that such contract 

was executed; 

 

b. Provide a brief description of the contract and the purpose of the contract; 

and  

 

c. Explain what student information, student records or student-generated 

content may be collected as a result of the contract. 

 

3. For purposes of this subsection, upon receipt of notice of a breach of 

security that results in the unauthorized release, disclosure or acquisition of 

directory information, student information, student records or student-

generated content, Integrated Day Charter School shall electronically 

notify, not later than forty-eight (48) hours after receipt of such notice, the 

student and the parents or guardians of the student whose information is 

involved in such breach.  Integrated Day Charter School shall thereafter 

post notice of such breach on the Integrated Day Charter School Internet 

web site.  The Internet posting shall comply with the requirements of 

FERPA.  All questions and concerns relative to breach of security shall be 

referred to the IDCS Director or designee. 

 

4. For purposes of this subsection, the following definitions are applicable: 

 

a. Consultant means a professional who provides noninstructional services, 

including but not limited to, administrative, planning, analysis, statistical 

or research services, to Integrated Day Charter School pursuant to a 

contract with Integrated Day Charter School. 

 

b. Operator means any person who (a) operates an Internet web site, online 

service or mobile application with actual knowledge that such Internet web 

site, online service or mobile application is used for school purposes and 

was designed and marketed for school purposes, to the extent it is engaged 

in the operation of such Internet web site, online service or mobile 

application, and (b) collects, maintains or uses student information. 

 

c. School Purposes means purposes that customarily take place at the 

direction of a teacher or Governing Board or aid in the administration of 

school activities, including but not limited to instruction in the classroom, 

administrative activities and collaboration among students, school 

personnel or parents or legal guardians of students. 

 

d. Student means a person who is a resident of the state and (a) enrolled in a 

preschool program participating in the state-wide public school 
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information system, pursuant to Conn. Gen. Stat. 10-10a; (b) enrolled in 

grades kindergarten to twelve, inclusive, in a school under the jurisdiction 

of Integrated Day Charter School; (c) receiving special education and 

related services under an individualized education program; or (d) 

otherwise the responsibility of Integrated Day Charter School. 

 

e. Student Information means personally identifiable information or material 

of a student in any media or format this is not publicly available and is any 

of the following: 

 

1) Created or provided by a student or the parent or legal guardian of a 

student, to the operator in the course of the student, parent or legal 

guardian using the operator’s Internet web site, online service or mobile 

application for school purposes; 

 

2) Created or provided by an employee or agent of Integrated Day Charter 

School to an operator for school purposes; 

 

3) Gathered by an operator through the operation of the operator’s Internet 

web site, online service or mobile application and identifies a student, 

including but not limited to, information in the student’s records or 

electronic mail account, first or last name, home address, telephone 

number, date of birth, electronic mail address, discipline records, test 

results, grades, evaluations, criminal records, medical records, health 

records, Social Security number, biometric information, disabilities, 

socioeconomic information, food purchases, political affiliations, religious 

affiliations, text messages, documents, student identifiers, search activity, 

photographs, voice recordings, survey responses or behavioral 

assessments. 

 

f. Student Record means any information directly related to a student that is 

maintained by Integrated Day Charter School or any information 

acquired from a student through the use of educational software assigned 

to the student by a teacher or employee of Integrated Day Charter 

School, except student record does not include de-identified student 

information allowed under the contract to be used by the consultant or 

operator to: 

 

1) Improve educational products for adaptive learning purposes and 

customize student learning; 

 

2) Demonstrate the effectiveness of the contractor’s products in the marketing 

of such products; and 

 

3) Develop and improve the consultant’s or operator’s products and services.  
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VIII. REDISCLOSURE OF EDUCATION RECORDS 
 

A. the school Integrated Day Charter School may disclose personally identifiable 

information from an education record only on the conditions that: 

 

1.  the party to whom the information is disclosed will not subsequently redisclose 

the information to any other party without the proper consent of the parent or 

eligible student, and 

 

2.  the officers, employees, and agents of a party that receives such information 

may only use the information for the purposes for which disclosure was made.    

 

B. Notwithstanding the provisions of Section A. above, the school Integrated 

Day Charter School  may disclose personally identifiable information from 

an education record with the understanding that the information may be 

redisclosed by the recipient of the information as long as prior written consent 

for disclosure is not required, for one of the reasons listed in Article VII, 

Section C. above, and at least one of the following conditions is met. 

 

1. The record of the original disclosure includes the names of the parties to 

whom redisclosure is being made and the legitimate interests each such 

party has in requesting or obtaining the information. 

 

2. In the case of disclosures made pursuant to a court order or lawfully issued 

subpoena, the district Integrated Day Charter School  has made a 

reasonable effort to notify the parent or eligible student in advance of 

compliance with the subpoena (except if such subpoena meets the criteria 

set forth above in Article VII, Section C. (10)). 

 

3. Disclosure is made to a parent, an eligible student, or the parent of an 

eligible student. 

 

4. The information is considered directory information. 

 

C. In the event that the Family Policy Compliance Office determines that a third 

party outside of the school Integrated Day Charter School  has improperly 

redisclosed personally identifiable information from education records in 

violation of FERPA, the school Integrated Day Charter School  may not 

allow that third party access to personally identifiable information from 

education records for at least five (5) years. 

 

IX. AMENDMENT OF EDUCATION RECORDS 
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A. If a parent or an eligible student believes that information in the student's 

education records is inaccurate, misleading or in violation of the student's right 

to privacy, he/she is entitled to: 

 

1. Request in writing that the school Integrated Day Charter School  amend the 

records; 

 

2. Receive within a reasonable period of time a decision from the school 

Integrated Day Charter School  with respect to its decision on the 

amendment(s) requested by the parent or eligible student. 

 

B. If the school Integrated Day Charter School  decides to amend the records, 

the school Integrated Day Charter School  shall promptly take such steps as 

may be necessary to put the decision into effect with respect to the requested 

amendments, and shall inform the parent or eligible student of the amendment. 

 

C. If the school Integrated Day Charter School  decides that an amendment of 

the records in accordance with the request is not warranted, it shall so inform 

the parent or eligible student and advise him/her of the right to a hearing 

pursuant to this policy. 

 

X. HEARING RIGHTS AND PROCEDURES 

 

A. Rights 

 

1. Upon written request of a parent or eligible student to the Superintendent 

Executive Director, an opportunity for a hearing shall be provided to 

challenge the content of a student's education records on the grounds that 

the information contained in the education records is inaccurate, 

misleading, or otherwise in violation of the privacy rights of the student. 

 

2. If, as a result of the hearing, the school Integrated Day Charter School  

decides that information contained in the education records of a student is 

inaccurate, misleading, or otherwise in violation of the privacy rights of 

the student, the records shall be amended, and the parent or eligible student 

shall be informed in writing. 

 

3. If, as a result of the hearing, the school Integrated Day Charter School   

decides that information contained in the education records of a student is 

not inaccurate, misleading, or otherwise in violation of the privacy rights 

of the student, the parent or eligible student shall be informed of the right 

to place in the student's education records a statement commenting on the 

contested information or stating why he or she disagrees with the school’s 

decision, or both. 
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a. Any statement placed in the records of the student shall be maintained 

by the school system Integrated Day Charter School  as part of the 

records of the student as long as the record or contested portion is 

maintained by the school system Integrated Day Charter School . 

 

b. If the contested portion of the education record is disclosed by the 

school system Integrated Day Charter School , the statement of 

disagreement by the parents and/or eligible student shall also be 

disclosed. 

 

B. Procedures 

 

1. The hearing shall be held within a reasonable time after the school system 

Integrated Day Charter School  has received the request, unless the 

parent or eligible student requests a delay. 

 

2. The parent or eligible student shall be given notice of the date, place, and 

time of the hearing, within a reasonable time in advance of the hearing. 

 

3. The hearing will be conducted by a person or persons appointed by the 

Director.  This person(s) shall be knowledgeable of the policies relating to 

confidentiality and shall not have a direct interest in the outcome of the 

hearing. 

 

4. The parent or eligible student and the school system shall have the right to 

be represented by person(s) of their choosing at their own expense, to 

cross-examine witnesses, to present evidence, and to receive a written 

decision of the hearing. 

 

5. The decision reached through the hearing shall be made in writing within a 

reasonable period of time after the hearing.  The decision will be based 

solely upon the evidence presented at the hearing and shall include a 

summary of the evidence and the reasons for the decision. 

 

XI. WAIVER OF RIGHTS 

 

A. A student who is an applicant for admission to an institution of post-secondary 

education or is in attendance at an institution of post-secondary education, 

may waive his or her right to inspect and review confidential letters and 

confidential statements of recommendations with the following limitations: 

 

1. The student is notified, upon request, of the names of all individuals 

providing the letters or statements. 

 

2. The letters or statements are used only for the purpose for which they were 

originally intended. 
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3. The waiver is not required by the agency Integrated Day Charter School 

as a condition of admission to or receipt of any other service or benefit 

from the agency Integrated Day Charter School . 

 

4. The waiver is in writing and executed by the student, regardless of age, 

rather than by the parent. 

 

B. A waiver may be revoked with respect to any actions occurring after the 

revocation. 

 

C. Revocation of a waiver must be in writing. 

 

XII. SPECIAL CONFIDENTIALITY PROCEDURES FOR HIV-RELATED 

INFORMATION 

 

A. The following definitions shall apply to Section XII of this policy: 

 

1. Confidential HIV-Related Information 

 

 "Confidential HIV-related information" means any information pertaining 

to the protected individual or obtained pursuant to a release of confidential 

HIV-related information, concerning whether a person has been counseled 

regarding HIV infection, has been the subject of an HIV-related test, or has 

HIV infection, HIV-related illness or AIDS, or information which 

identifies or reasonably could identify a person as having one or more of 

such conditions, including information pertaining to such individual's 

partners. 

 

2. Health Care Provider 

 

 "Health Care Provider" means any physician, dentist, nurse, provider of 

services for the mentally ill or persons with intellectual disabilities, or 

other person involved in providing medical, nursing, counseling, or other 

health care, substance abuse or mental health service, including such 

services associated with, or under contract to, a health maintenance 

organization or medical services plan. 

 

3. Protected Individual 

 

 "Protected individual" means a person who has been counseled regarding 

HIV infection, is the subject of an HIV-related test or who has been 

diagnosed as having HIV infection, AIDS or HIV-related illness. 

 

4. Release of confidential HIV-related information 
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 "Release of confidential HIV-related information" means a written 

authorization for disclosure of confidential HIV-related information which 

is signed by the protected individual, if an eligible student, or a person 

authorized to consent to health care for the individual and which is dated 

and specifies to whom disclosure is authorized, the purpose for such 

disclosure and the time period during which the release is to be effective.  

A general authorization for the release of medical or other information is 

not a release of confidential HIV-related information, unless such 

authorization specifically indicates its dual purpose as a general 

authorization and an authorization for the release of confidential HIV-

related information.  

 

5. School Medical Personnel 

 

 "School medical personnel" means an employee of the Governing Board 

who is a school nurse or the school medical adviser. 

 

B. Confidentiality of HIV-related Information 

 

1. All school staff must understand that no person who obtains confidential 

HIV-related information regarding a protected individual may disclose or 

be compelled to disclose such information.  Each person who has access to 

confidential HIV-related information is responsible for ensuring that 

confidential HIV-related information is protected from disclosure and/or 

redisclosure. 

 

2. Confidential HIV-related information is not public information and any 

disclosure, other than to persons pursuant to a legally sufficient release or 

to persons authorized by law to receive such information without a legally 

sufficient release, violates the law and Governing Board policy. 

 

C. Accessibility of Confidential HIV-related Information 

 

1. No school staff member who obtains confidential HIV-related information 

may disclose or be compelled to disclose such information, except to the 

following: 

 

a. the protected individual, his/her legal guardian or a person 

authorized to consent to health care for such individual; 

 

b. any person who secures a release of confidential HIV-

related information; 

 

c. a federal, state or local health law officer when such 

disclosure is mandated or authorized by federal or state 

law; 
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d. a health care provider or health facility when knowledge of 

the HIV-related information is necessary to provide 

appropriate care or treatment to the protected individual or 

when confidential HIV-related information is already 

recorded in a medical chart or record and a health care 

provider has access to such record for the purpose of 

providing medical care to the protected individual; 

 

e. a medical examiner to assist in determining cause of death; 

or 

 

f. any person allowed access to such information by a court 

order. 

 

D. Procedures  

 

1. If the school an Integrated Day Charter School  staff member, other than 

school medical personnel, is given confidential HIV-related information 

regarding a protected individual who is also a student from the student's 

legal guardian or the student, the school staff member shall attempt to 

secure a release of confidential HIV-related information for the sole 

purpose of disclosing such information to school medical personnel.    

 

2. If school the Integrated Day Charter School  medical personnel member 

is given confidential HIV-related information regarding a protected 

individual, who is also a student, by a student's legal guardian, or by the 

student, and the legal guardian or the student requests accommodations to 

the student's program for reasons related thereto, the school medical 

personnel member shall inform the legal guardian or the student, if an 

eligible student, that a release of confidential HIV-related information is 

necessary before such information may be disclosed to other educational 

personnel capable of assessing the need for and implementing appropriate 

accommodations to the student's program.   

 

3. Any school Integrated Day Charter School  staff member who obtains 

confidential HIV-related information from a source other than the 

protected individual or his/her legal guardian, shall keep such information 

confidential and shall not disclose such information. 

 

4. No  school Integrated Day Charter School  staff member may disclose 

confidential HIV-related information to other school staff members 

without first obtaining a release of confidential HIV-related information. 
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5. Any record containing confidential HIV-related information shall be 

maintained in a separate file, and shall not be subject to the provisions of 

this policy regarding accessibility of general student records. 

 

6. If school Integrated Day Charter School medical personnel determine 

that the health and safety of the student and/or others would be threatened 

if a release of confidential HIV-related information is not obtained, the 

school medical personnel may seek a court order authorizing disclosure.  

In such cases, such confidential HIV-related information may be disclosed 

as set forth in and subject to any limitation of such court order. 

 

E. Disclosures Pursuant to a Release 

 

1. Any disclosure pursuant to a release shall be accompanied by a notice in 

writing stating, "This information has been disclosed to you from records 

whose confidentiality is protected by state law.  State law prohibits you 

from making any further disclosure of it without the specific written 

consent of the person to whom it pertains, or as otherwise permitted by 

said law.  A general authorization for the release of medical or other 

information is NOT sufficient for this purpose." 

 

2. Oral disclosures must be accompanied or followed by the above notice 

within ten (10) days. 

 

3. Except for disclosures made to a federal, state or local health officer when 

such disclosure is mandated or authorized by federal or state law, a 

notation of all disclosures shall be placed in the medical record or with 

any HIV-related test result of a protected individual, who shall be 

informed of such disclosures on request. 

 

XIII. CHILD ABUSE REPORTING  
  

Nothing in this policy shall limit a mandated reporter's responsibility to report suspected 

child abuse or neglect under the Board’s Integrated Day Charter School Child Abuse 

and Neglect Reporting Policy [4005 & 4006] 

 

XIV. RIGHT TO FILE A COMPLAINT 

 

FERPA affords parents and eligible students the right to file a complaint with the U.S. 

Department of Education concerning alleged failures by the school to comply with the 

requirements of FERPA.  The name and address of the agency that administers FERPA is: 

 Family Policy Compliance Office  

 U.S. Department of Education 

 400 Maryland Avenue, S.W. 

 Washington, DC  20202-4605 

 



 

2268429v7  © 2017 Shipman & Goodwin LLP. All rights reserved. 

Legal References: 

 

State Law: 

 

Conn. Gen. Stat. § 1-210 et seq. 

Conn. Gen. Stat. § 1-220h 

Conn. Gen. Stat. § 10-15b 

Conn. Gen. Stat. § 10-66dd 

Conn. Gen. Stat. § 10-233d 

Conn. Gen. Stat. § 17-16a 

Conn. Gen. Stat. § 17a-28 

Conn. Gen. Stat. § 17a-101k 

Conn. Gen. Stat. § 19a-581 et seq. 

Conn. Gen. Stat. § 46b-134 

Regs. Conn. State Agencies § 10-76d-18 

 

Public Act 16-189, “An Act Concerning Student Data Privacy” 

 

Office of the Public Records Administrator, Retention Schedule M8-

Education Records, Revised 2/2005, available at 

http://ctstatelibrary.org/wp-content/uploads/2015/07/M8.pdf 

 

Federal Law: 

Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. §§ 1232g 

et seq. (as amended) 

USA Patriot Act of 2001, Pub. L. 107-56 

Every Student Succeeds Act, Pub. L. No. 114-95 

Healthy, Hunger-Free Kids Act of 2010, Pub. L. 111-296 

34 CFR 99.1 - 99.67 (as amended) 

34 CFR 300.560-300.576 

 

Dear Colleague Letter on Transgender Students, U.S. Department of 

Education, Office of Civil Rights, U.S. Department of Justice, Civil Rights 

Division (May 13, 2016), available at 

http://www2.ed.gov/about/offices/list/ocr/letters/colleague-201605-title-

ix-transgender.pdf 

 

Balancing Student Privacy and School Safety:  A Guide to the Family 

Educational Rights and Privacy Act for Elementary and Secondary 

Schools, U.S. Department of Education (October 2007), available at 

http://www.ed.gov/policy/gen/guid/fpco/ferpa/safeschools/. 

 

ADOPTED:______ 

REVISED:_______ 
9/11/2016 
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Optional Addition to Confidentiality Policy:  The Charter School may opt for dividing 

Student Records into the following categories and including these classifications in the 

Confidentiality Policy.  Note:  The following section is not required by statute, but may 

be included if desired by the Charter School.  

 

5004A 

 

ADMINISTRATIVE REGULATIONS REGARDING 

CLASSIFICATION OF EDUCATION RECORDS 
 

Integrated Day Charter School will appoint a Custodian of Records (under the 

supervision of the Director) who will ensure that student education records are kept as 

follows: 

 

A. CATEGORY “A” RECORDS: 

 

1. Category A includes official administrative records that constitute the 

minimum personal data necessary for the operation of the educational system.  

 

2. Category A records shall be maintained for at least fifty (50) years after the 

student leaves the school or graduates. 

 

3. All Category A records created by the school shall include the student’s state-

assigned student identifier (SASID). 

 

4. Notice of a student’s suspension or expulsion shall be expunged from the 

student’s cumulative education record if the student graduates from high 

school, except for notice of an expulsion of a student in grades nine through 

twelve, inclusive, based upon possession of a firearm or deadly weapon.   

 

5. *In cases where a student is suspended or expelled for the first time, and the 

Administration or the Governing Board, respectively, has shortened or waived 

the period of suspension or expulsion in accordance with the Integrated Day 

Charter School disciplinary policy relating to first time offenses, the 

Administration or the Governing Board, respectively, may choose to expunge 

such notice of suspension or expulsion from the student’s cumulative record at 

the time the student completes the specified program and any other conditions 

imposed by the Administration/Governing Board, rather than upon graduation.  

Integrated Day Charter School’s Governing Board may choose to expunge 

an expulsion notice from a student’s cumulative record prior to graduation if 

such student has demonstrated to the Governing Board that the student’s 

conduct and behavior in the years following such expulsion warrants an 

expungement.  Should the notice be expunged in accordance with one of these 

provisions, a record of the fact that the student had been suspended or expelled 
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shall be maintained apart from the student’s cumulative record, for the limited 

purpose of determining whether any subsequent offenses by the student would 

constitute the student’s first suspension or expulsion. 

 

6. Category A records shall include, at a minimum, the following:  

 

RECORD LOCATION 

a. Basic biographical information Cumulative/Health File 

b. Academic achievement (grades/transcripts) Cumulative File 

c. Date of high school graduation  

or equivalent 

Cumulative File 

d. Records of immunizations Cumulative/Health/Pupil 

Personnel File 

e.  Attendance records (days 

absent/present/tardy) 

Cumulative File 

f.  *Notice of Expulsion for Firearm or Deadly 

Weapon (C.G.S. 10-233c(e) , 10-233d(f) ) 

Cumulative File 

 

B. CATEGORY “B” RECORDS 

 

1. This includes verified information for the formulation of education programs 

for all students, but not absolutely necessary over an indefinite period of time.   

 

2. Data in Category B must be accurate, clearly understood, and verified before 

becoming part of any continuing record.  There should be no anonymous 

entries in a student's education record.   

 

3. Category B records must be maintained for at least six (6) years after the 

student leaves the school or graduates from high school.   

 

4. Notice of a student’s suspension or expulsion shall be expunged from the 

student’s cumulative education record if the student graduates from high 

school, except for notice of an expulsion of a student in grades nine through 

twelve, inclusive based upon possession of a firearm or deadly weapon.   

 

5. *In cases where a student is suspended or expelled for the first time, and the 

Administration or the Governing Board, respectively, has shortened or waived 

the period of suspension or expulsion in accordance with the .  Integrated 

Day Charter School disciplinary policy relating to first time offenses, the 

Administration or the Governing Board, respectively, may choose to expunge 

such notice of suspension or expulsion from the student’s cumulative record at 

the time the student completes the specified program and any other conditions 

imposed by the Administration/Board, rather than upon graduation.  
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Integrated Day Charter School’s Governing Board may choose to expunge 

an expulsion notice from a student’s cumulative record prior to graduation if 

such student has demonstrated to the Governing Board that the student’s 

conduct and behavior in the years following such expulsion warrants an 

expungement.  Should the notice be expunged in accordance with one of these 

provisions, a record of the fact that the student had been suspended or expelled 

shall be maintained apart from the student’s cumulative record, for the limited 

purpose of determining whether any subsequent offenses by the student would 

constitute the student’s first suspension or expulsion.   

 

6. Records containing information pertaining to child abuse/neglect referrals or 

reports; or containing confidential HIV-related information should be kept 

separate from the student’s cumulative folder, in confidential files. 

 

7. Confidential HIV-related information contained in the confidential file should 

only be disclosed pursuant to school policy. 

 

8. Information contained in documents related to any Department of Children 

and Families (“DCF”) child abuse and/or neglect investigation, or any such 

investigation conducted by local law enforcement officials, shall be kept 

confidential in a central location.  Such records shall only be disclosed in 

accordance with the Board’s policy regarding Confidentiality and Access to 

Education Records. 

 

9. Category B records shall include the following (if applicable): 

 

 

RECORD LOCATION 

a. Child-Study Team Records / Student Assistance 

Team Records 

  

Cumulative/Pupil Personnel File 

b. Standardized group test scores (CAPT, CMT 

etc.) 

 

 

 

 

 and/or personality testing program results 

Cumulative/Pupil Personnel File 

c. Diagnostic reading/math test results 

 (not special education) 
Cumulative File 

d. Educational and/or vocational interest Cumulative File 
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e. Speech/language and hearing evaluations 

(not special education) 
Cumulative/Health File 

f. Comprehensive health records  Cumulative/Health/Pupil  

Personnel File 

g. Correspondence relating to the student Cumulative/Health/Pupil  

Personnel File 

h. Suspensions/expulsions, which shall include the 

student’s state assigned student identifier 

(SASID) 

Cumulative File* 

i. Parent/eligible student’s signed  

release forms  
Cumulative/Health/Pupil  

Personnel File 

j. Truancy Records (including record of parent 

conferences and referrals ) 
Cumulative File 

k. Child Abuse/Neglect Forms CONFIDENTIAL FILE IN 

CENTRAL LOCATION 

l. Reports Containing Confidential  

HIV-Related Information 
CONFIDENTIAL FILE 

m.  Awards Cumulative File 

n.  Diagnostic test results (non special education) Cumulative File/Pupil Personnel 

o.  Extracurricular Activities Cumulative File 

p.  Letters of Recommendation Cumulative File 

q.  Parent’s/Eligible Student’s signed release forms 

(permitting disclosure of records) 
Cumulative File/Health/Pupil 

Personnel File 

r. Diploma (if not picked up by student) Cumulative File 

s.  Accident Reports Cumulative File 

t.  Basic school entrance health histories Cumulative/Health File 

u.  Cumulative Health Record (CHR-1, original or 

copy) 
Health File (*copy remains with 

charter school/original follows 

student) 
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v. Individualized Health Care Plans / Emergency 

Care Plans 
Cumulative/Health/Pupil Personnel 

File 

 

w.  Health Assessment Records (HAR-3) Health File 

x.  Incident Reports Cumulative File 

y.  Medication administration records(*6 yrs OR 

until superseded by yearly summary on CHR-1) 

which shall include the student’s state assigned 

student identifier (SASID) 

Health File 

z.  Parent authorization for medications/treatments Health File 

aa.  Physician’s orders for medications treatments Health File 

bb.  Referral forms for services based on results of 

mandated screenings 
Health/Pupil Personnel File 

cc.  Sports histories and physical-examination 

reports 
Health File 

dd.  Nursing Records (Health assessment data; 

Nursing process notes; 3rd party health records) 
Health File 

ee. Correspondence to parents related to verified 

acts of bullying; intervention plans and safety 

plans, as may be required under state law 

Cumulative File 

 

 

C. CATEGORY “C” RECORDS – SPECIAL EDUCATION 

 

1. Category C includes verified information necessary for the formulation of 

prescriptive educational plans designed to meet the unique needs of selected 

students.   

 

2. Category C information should be kept separate from the student's cumulative 

folder, in the Pupil Personnel File. 

 

3. Category C records must be maintained for at least six (6) years after the student 

leaves the school or graduates from high school.   

 



 

2268429v7  © 2017 Shipman & Goodwin LLP. All rights reserved. 

4. Prior to the destruction of Category C information, notification to parents and/or 

eligible students via media will be made and opportunity provided to copy said 

records. 

 

Category C shall include (where applicable): 

 

RECORD LOCATIONS 

a. PPT referral forms Pupil Personnel File 

b. School counselor case records Cumulative/ Pupil 

Personnel File 

c. School psychologists case records 

 
Cumulative/Pupil 

Personnel File 

d. School social-work case records  

 
Cumulative/Pupil 

Personnel File 

e. School speech/language pathology case records  
Cumulative/Pupil 

Personnel File 

f.  Section 504 Records  
Cumulative/Pupil 

Personnel File 

 

 

g. Special Education assessment/evaluation reports  
Pupil Personnel File 

h. Due process records (including complaints, 

mediations, and hearings) 
Pupil Personnel File 

i. Individual Transition Plan 
Pupil Personnel File 

j. Individualized Education Program (“IEP”) Records 
Pupil Personnel File 

k. Planning and Placement Team (“PPT”) records 

(including notices, meetings, consent forms) 
Pupil Personnel File 

l. Individualized Family Service Plans (“IFSPs”) 
Pupil Personnel File 

m. Incident Reports of Seclusion Pupil Personnel File 
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n. Incident Reports of Physical Restraint Pupil Personnel File 

 

 

D. CATEGORY “D” RECORDS  
 

1. Category D records must be maintained for minimum retention period specified 

below.   

 

 

  

Category “D” shall include (if applicable): 

 

 

RECORD 

 

MINIMUM 

RETENTION 

REQUIRED 

 

 

 

LOCATION 

a.  Sports Contract/Student 

Contract (including signature sheet 

for student handbook) 

End of school year in 

which signed 

Cumulative File 

b.  Permission slips / waivers 3 years Cumulative File 

 

c.  Free/reduced meal application 

and documentation 

3 years Cumulative File 

d.  Annual Notification to Parents 

(Student behavior and Discipline, 

Bus Conduct, Electronic 

Communications Systems, and the 

National School Lunch Program) 

1 year Cumulative File 

e.  Adult education Registration 

Records 

3 years or until audited, 

whichever comes first 

Cumulative File 

 

 

f.  After school program 

registration records 

1 year Cumulative File 

 

g.  Pesticide application 

notification registration form 

5 years Cumulative File 

h.  School registration records 

including residency documentation 

3 years or until audited, 

whichever comes later 

Cumulative File 

 

i.  Student portfolio work (student 

produced work for grading 

assessment) 

End of year in which 

student received grade 

May be Maintained by 

Individual Teachers 

 

j.  Tardy slips from 

parents/guardians 

End of school year Cumulative File 
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k.  Physician’s Standing orders Permanent; revise as 

required.  Keep old 

copy separately. 

Health File 

l. Student’s emergency information 

card 

Until superseded or 

student leaves the 

charter school 

Cumulative/Health File 

m. Test Protocols Discretion of school Cumulative/Pupil 

Personnel File 

n.  Surveillance videotapes made 

on school bus (*if maintained by 

school) 

2 weeks N/A 

o.  Log of access to education 

records 

Maintained for same 

retention period as 

required for the record 

Cumulative/Health/Pupil 

Personnel 

 

 

E. DURATION OF EDUCATION RECORDS 
 

1. Records shall be destroyed in accordance with Integrated Day Charter 

School policy and the Records Retention Schedule of the Public Records 

Administrator. 

 

2. Records may be maintained for longer periods of time whenever valid 

cause for the retention of records is shown to the custodian of records. 

 

3. Notwithstanding the applicable retention schedule, Integrated Day 

Charter School shall not destroy any education record if a parent or 

eligible student has an outstanding request to inspect and review the 

education record. 

 

F. MAINTENANCE OF EDUCATION RECORDS OF TRANSGENDER AND 

 GENDER NON-CONFORMING STUDENTS 
 

1. The Administration shall comply with all processes and procedures relative to 

the amendment of education records when presented with a request to 

change a student’s name, gender, or any other information contained in 

education records. 

 

2. If the Administration changes the name and/or gender in a transgender or 

gender non-conforming student’s education record, all education records 

containing the student’s birth name and gender shall be maintained, if so 

required under federal and/or state law and regulations, separately from 

other education records and in a strictly confidential location and manner.   

 

G. RESPONSIBILITY FOR MAINTENANCE OF EDUCATION RECORDS 
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1. The Director of Special Education is the Custodian of Records (under the 

supervision of the IDCS Director). 

 

2. In addition, the following personnel are designated as the guardians of records 

for each of the schools: 

 

a. Categories A, B & D: IDCS Director. 

 

b. Category C: Case Manager at each school. 

 

c. With respect to confidential HIV-related information, if the Principal is a 

recipient of an HIV-related disclosure, the Principal shall be the guardian 

of records.  If not, whoever was the recipient of the HIV-related disclosure 

shall be the guardian of the records.   

 

d. With respect to child abuse and neglect investigation material, the IDCS 

Director or designee shall be the guardian of the records.  

 

3. The chief custodian of records will annually list for public inspection the 

names and positions of the custodians of records in each of the schools. 

 

4. Each of the custodians of records shall supply parents, on request, a list of the 

types and locations of education records collected, maintained, or used at 

Integrated Day Charter School. 

 

5. The custodians of records is responsible for ensuring compliance with the 

confidentiality and access provisions of this Board policy and these 

administrative regulations. 

 

ADOPTED:______ 

REVISED:_______ 
 

9/11/2016 
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         Appendix A 

 

Model Notification of Rights Under FERPA for Elementary and Secondary 

Institutions 

 

[NOTE:  Under the procedures outlined in the policy, the following information will be 

disclosed on an annual basis to parents of students currently in attendance, or eligible 

students currently in attendance.]  

 

 The Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 1232g, et 

seq., affords parents and eligible students (i.e., students over 18, emancipated minors, and 

those attending post-secondary educational institutions) 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 

forty-five (45) calendar days of the day Integrated Day Charter School receives a 

request for access. 

 

Parents or eligible students should submit to the school principal Integrated Day 

Charter School a written request that identifies the record(s) they wish to inspect.  The 

Director or designee will make arrangements for access and notify the parents 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 parents or eligible student believe are inaccurate or misleading, or otherwise violate 

the student's privacy rights. 

 

 Parents or eligible students who wish to ask Integrated Day Charter School to 

amend a record should write the Director or designee clearly identify the part of the 

record the parents or eligible student want changed, and specify why it should be 

changed. 

 

 If Integrated Day Charter School decides not to amend the record as requested 

by the parents or eligible student, Integrated Day Charter School will notify the parents 

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 parents or eligible student when notified of the right to a hearing. 

 

 (3) The right to privacy of personally identifiable information in the student’s 

education records, except to the extent that FERPA authorizes disclosure without 

consent. 

 

 One exception that permits disclosure without consent is disclosure to a school 

official with legitimate interests.  A school official is a person employed by Integrated 

Day Charter School] as an administrator, supervisor, instructor or support staff member 

(including health or medical staff and law enforcement unit personnel); a person serving 
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on the Governing Board; a person or company with whom Integrated Day Charter 

School has outsourced services or functions it would otherwise use its own employees to 

perform (such as an attorney, auditor, medical consultant, or therapist); or a parent or 

student serving on an official committee, such as a disciplinary or grievance committee; 

or a parent, student, or other volunteer 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, Integrated Day Charter School discloses a student's education 

record without consent to officials of another school, including other public schools, 

charter schools, and post-secondary institutions, in which the student seeks or intends to 

enroll, or is already enrolled if the disclosure is for purposes of the student’s enrollment 

or transfer.  Further, and in accordance with state and federal law and guidance, 

Integrated Day Charter School may disclose education records to another school for 

enrollment purposes, which may include exploration of educational placement options by 

the District or educational placement decisions made by a planning and placement or 

Section 504 team, or in order to explore placement options for the provision of alternative 

educational opportunities. 

 

 (4) The right to file a complaint with the U.S. Department of Education 

concerning alleged failures by Integrated Day Charter School to comply with the 

requirements of FERPA.  The name and address of the agency that administers FERPA 

is: 

 

 Family Policy Compliance Office 

 U.S. Department of Education 

 400 Maryland Avenue, S.W. 

 Washington, DC 20202-4605 

 

 [Note:  In addition, a charter school may want to include a directory 

information public notice, as required by the regulations, 34 CFR § 99.37, with its 

annual notification of rights under FERPA.  The following two paragraphs are 

recommended for inclusion and must be included in the annual notification if the 

charter school  wants to be able to disclose "Directory Information" under II.B of the 

Student Records Policy:] 
 

Unless notified in writing by a parent or eligible student to the contrary within two 

weeks of the date of this notice, Integrated Day Charter School will be permitted to 

disclose "Directory Information" concerning a student, without the consent of a parent or 

eligible student.  Directory Information includes information contained in an education 

record of a student that would not generally be considered harmful or an invasion of 

privacy if disclosed.  It includes, but is not limited to, the parent’s name, address and/or e-

mail address, the student’s name, address, telephone number, e-mail address, 

photographic, computer and/or video images, date and place of birth, major field(s) of 

study, grade level, enrollment status (full-time; part-time), participation in school-

sponsored activities or athletics, weight and height (if the student is a member of an 
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athletic team), dates of attendance, degrees, honors and awards received, the most recent 

previous school(s) attended and student identification numbers for the limited purposes of 

displaying a student identification card.  The student identification number, however, will 

not be the only identifier used when obtaining access to education records or data.  

Directory information does not include a student’s social security number, student 

identification number or other unique personal identifier used by the student for purposes 

of accessing or communicating in electronic systems unless the identifier cannot be used 

to gain access to education records except when used in conjunction with one or more 

factors that authenticate the user’s identity, such as a PIN or password. 

 

Integrated Day Charter School may disclose directory information about 

students after they are no longer in enrollment in Integrated Day Charter School 

Notwithstanding the foregoing, Integrated Day Charter School will continue to honor 

any valid objection to the disclosure of directory information made while a student was in 

attendance unless the student rescinds the objection. 

 

An objection to the disclosure of directory information shall not prevent 

Integrated Day Charter School from disclosing or requiring a student to disclose the 

student’s name, identified or institutional email address in a class in which the student is 

enrolled.  Parents and/or eligible students may not use the right to opt out of directory 

information disclosures to prohibit the school from requiring students to wear or display a 

student identification card. 

 

 

9/11/2016 
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RELEASE OF CONFIDENTIAL HIV-RELATED INFORMATION 
 

 

 I hereby authorize ________[name of individual who holds the 

information]________, to release confidential HIV-related information, as defined in 

Conn. Gen. Stat. § 19a-581, concerning _______[name of protected individual]_____, to 

the following personnel: 

 

_____ 1) School Nurse 

 

_____ 2) School Administrator(s) 

 

   a) ____________________ 

 

   b) ____________________ 

 

_____ 3) Student's Teacher(s) 

 

   a) ____________________ 

 

   b) ____________________ 

 

_____ 4) Paraprofessional(s) 

 

_____ 5) Director of Pupil Personnel Services 

 

_____ 6) Other(s) 

 

   a) ____________________ 

 

   b) ____________________ 

 

 This authorization shall be valid for  

 

_____ 1) The student's stay at _________________ School. 

 

_____ 2) The current school year. 

 

_____ 3) Other _________________ 

   specify period 

 

 

I provide this information based on my responsibility to consent for the health care of 

_____________.  I understand that such information shall be held confidential by the 

persons authorized here to receive such information, except as otherwise provided by 

law. 
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___________________________ 

[Name] 

 

____________________________ 

[Relationship to Student] 

 

____________________________ 

[Date] 
9/11/2016 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TRANSFER OF CONFIDENTIAL STUDENT INFORMATION 

    

Date:  ___________________       
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 Pursuant to the Family Educational Rights and Privacy Act (“FERPA”), I hereby authorize Integrated 

Day Charter School to release and/or obtain (please circle) the following confidential records 

regarding my child for the purpose of: 

 

Name of Child: _____________________________________________ 

Address:  _____________________________________________ 

   _____________________________________________ 

   _____________________________________________ 

   _____________________________________________ 

DOB:  __________________ 

 

Parent(s)/Guardian(s):_________________________________________ 

School:  _____________________________________________ 

 

(Please check all that apply) 

               Obtain        Release      

All Records         □     □     

Cumulative File       □     □    

Pupil Personnel/Special Education    □     □    

Disciplinary       □     □    

Health/Medical*        □     □    

Other (please specify)         □     □    

_______________________________ 

 

_______________________________ 

 

_______________________________ 

 

To/From: _______________________________________________________________________ 

                                     Name                                                                                                              

Address: ________________________________   ______________________   _______________ 

                                 Street                                  Town                                State/Zip Code 

 

Telephone: (_______)________________       Fax:  (________)_______________________ 

 

I understand that the information to be disclosed is protected as an “education record” under FERPA, and that 

such information shall not be redisclosed unless permitted under FERPA.  I further understand that the 

officers, employees, and agents of any party that receives protected information under FERPA may use such 

information only for purposes for which the disclosure is made. 

 

 

 

___________________________________   ____________________ 

Signature of Parent/Guardian       Date 

 

___________________________________ 

Print Name of Parent/Guardian 
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*********************************************************************************

****** 

*If this authorization is being used to obtain Protected Health Information from a child’s 

physician or other covered entity under HIPAA, the following section must also be completed: 
 

I, the undersigned, specifically authorize _______________________________ to disclose my 

child’s 
Name of Physician  

 

medical information, as specified above, to my child’s school, 

________________________________,  
Name of School 

 

at the above address for the purposes described below (i.e. health assessment for school entry, 

special education evaluation etc.): 

 

_________________________________________________________________________________

__ 

 

By signing below, I agree that a photocopy of this authorization will be valid as the original.  This 

authorization will be valid for a period of one year from the date below.  I understand that I may 

revoke this authorization at any time by notifying the physician’s office in writing, but if I do, it will 

not have any effect on actions taken by the Physician prior to receiving such revocation. 

 

I understand that under applicable law, the information disclosed under this authorization may be 

subject to further disclosure by the recipient and thus, may no longer be protected by federal privacy 

regulations. 

 

I understand that my child’s treatment or continued treatment with any health care provider or 

enrollment or eligibility for benefits with any health plan may not be conditioned upon whether or 

not I sign this authorization and that I may refuse to sign it. 

 

Any information received by the school pursuant to this authorization is subject to all applicable 

state and federal confidentiality laws governing further use and disclosure of such information. 

 

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

****** 

___________________________________   ____________________ 

Signature of Parent/Guardian       Date 

 

___________________________________ 

Print Name of Parent/Guardian 

 

 
9/11/2016 

 




