HIGH ROAD ACADEMY 

POLICIES AND PROCEDURES 

PRIVACY RIGHTS

POLICY: 

All records pertaining to a student will be made available to the student’s parent for inspection or review.  High Road Academy may not disclose personally identifiable information from a student’s record without prior written consent of the student’s parent unless otherwise allowed by law.  This policy may not abrogate the privacy rights of a student or a parent under applicable federal and State law.   When a student becomes eighteen years old, the rights accorded to and consent required of the parent of the student shall be accorded to and required only of the eligible student, consistent with Education Article, #8-412.1, Annotated Code of Maryland. 

GOAL:  

To assure the privacy rights of all students attending High Road Academy. 

PROCEDURES: 

1.  High Road Academy will maintain student records for all students.  The student

     record will be organized in a notebook with appropriate sections for all 

     information.  The record will be maintained by appropriate staff who either 

     work with the student or who have responsibility to supervise the provision of 

     services to the student:  Executive Director, Associate Director, Special 

     Education Teacher, Related Service Providers.

2.  The student records will be kept in a locked cabinet within a locked office area.  

     Access to the records will be available for appropriate staff (administrators, 

     teachers, and related service providers). 

3.  A written record will be maintained in the front of each binder which includes 

     the name of the reviewer, the month, day, and year of the review, and the 

     purpose of the review.  (See copy).

4.  The policy will be distributed by the Executive Director to parents as part of the       

     registration packet will be sent to parents each year along with the first quarter

     report card.  

5.  A release of records form must be signed by the parents in order for any 

     records to be released from High Road Academy.  (See copy).

6.  If a parent wishes to review a student’s records, the following must occur: 

· Parents should contact the appropriate Associate Director or Executive Director to request a review of records.  The request MUST be made in writing.   

· An appropriate time will be scheduled in order for the parents

to review the records. 

· Parents must come to High Road Academy to review the records.  

· A separate area will be designated for review and to ensure privacy. 

· Copies of reports will be provided to parents upon request. 

· Copies of actual test protocols MAY not be copied and will not 
be provided to the parents.

· A High Road Academy administrator will be available to clarify 

any questions regarding information contained in the record.

