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Students Are The Priority 
 

 

 

16 Lockhart Lane 

Highland, NY 12528 

(845) 691-1070 
 



 

 

MESSAGE FROM THE PRINCIPAL 
 

 

Dear Parents/Guardians, 

 

Welcome back to Highland Elementary School! We hope this letter finds you and 

your family healthy and well rested.  

 

Please take the time to read this Elementary School Handbook. It is a compilation 

of important information and guidelines. It outlines acceptable conduct for our 

students. Students and faculty members have had input into our behavior 

management plan and are committed to making Highland Elementary School a safe 

and friendly environment for all.  

 

We ask that you review the contents of this handbook with your child(ren) and use 

it as a springboard for discussion. It contains information that is vital to the 

functioning of our school and outlines behavior that supports a positive learning 

environment. 

 

 

 

Sincerely, 
 

Matthew Darling 
Matthew Darling 

Principal 
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FACULTY LIST 
 

Kindergarten Room 

# 

 Third Grade Room # 

Lisa Milby 103  Regina Bulson 205 

Jessica Compain/ Tracey 

Hajba 

104  Leigh Weaver 206 

Regina Bulson 105  Daniel Sommerfeldt 207 

Katie Miller 106  Kristen Eckert 208 

Holly Schindler 107  Brittany Jamal/Kayla 

Weber 

209 

Tara Hollifield/ Tracey 

Hajba 

108  Colleen Giametta/Rita 

Will 

211 

First Grade Room 

# 

 Fourth Grade Room # 

Tina Assa 109  John Brennie 302 

Teresa Ilardi 110  Karen Uhl 303 

Danielle 

Crisano/Cassidy 

Woodruff 

111  Kristen Bove 304 

Ashley Hopper 112  Jill Berger 310 

Laurie Lochner/Sara 

Fisher 

114  Sherri Fasano/Rebecca 

Hallock 

309 

Colleen Canino 115    

     

Second Grade Room 

# 

 Fifth Grade Room # 

Laura Finch 116  Karen Super/ Kara Henry 212 

Madelyn Smith 117  Jackie McCracken 305 

Taren Pavese 118  Brian Haas 307 

Andrea Schoellig 119  Cheryl Richter 311 

Marlene Conklin/ 

Meghan Virgadamo 

 

120  Cheryl Angelone 312 

   Jessica Cozzolino/Kendra 

Elliot 

306 



 

 

 

Self-Contained Special Education 

 

Emma Halpern 

Grades K-1 

101    

Courtney Cunnigham 

Grades 1-2 

121    

Danielle White 

Grade 3 

204    

Brian White  

Grades 4-5 

308    

SPECIAL AREA FACULTY AND STAFF 
AIS Math Terri Turski/Megan Erichsen/Rebecca Dudar 

AIS Reading Kaitlyn Boyd 

 Caitlin McCarron 

 Rebecca Piazza 

Regina Raffaele 

Art Casey Gallagher   

Custodial Staff Tabitha Zerafa, Head Custodian 

Library/Media Marilyn Petreshock 

Office Ashley Carey, Principal’s/Main Office 

 Kimberly Mesic, Principal’s/Main Office 

 Tilda DelForno, Attendance Office 

Music Jodie McCaffrey (General/Choral) 

 Karen Adamec (General/Instrumental) 

Nurse Kelly Hurley 

Nurse’s Aide Sue Morano 

Physical Education Zach Helmer 

 Kathelene Canosa 

 Tom Schlappich 

Physical Therapy & 

Psychologists/ School 

Counselor 

Erin Currie 

Sara Moore/Emily Bacher 

Lisa Neer 

Kristin Candia 
Occupational Therapy Micki Munson, Jesse Smith 

Social Workers Dawn Palmer & Samantha Zappone 

Special Class Reading Sarah Hathaway 

Laura Gertler 

Speech Alyssa D’Alto, Rebecca Palmateer, Lindsay Welch 
 

  



 

 

IMPORTANT PHONE NUMBERS    
 

Elementary School- Main 

Office 

 691-1060/1070 

Main Office Fax  691-1073 

Attendance Office  691-1074 

Attendance Fax   691 -3873 

Health Office  691-1065 

Health Office Fax  691-1064 

Superintendent’s Office  691-1010 

District Office  691-1000 

Transportation  691-1040 

Food Services  691-1055 

 

Highland Elementary School PTA 
The Highland Elementary School Parent Teacher Association (PTA) typically 

meets the first Monday of every month at 6:30 PM in the Highland Elementary 

School Library. Please check the website calendar for any changes. The PTA is 

made up of volunteer leaders: 

President: Kristyn Knudtson 

Co-Vice Presidents: Shannon Vega & Shannon Bergeron 

Treasurer: Rhiannon Lucas 

Secretary: Robin Stoutenberg 

Membership: Kelly Klotz 

Fundraiser: Kendra Elliot 

Book Fair: Kelly Hanley 

Phone: (845) 691-1070 

Email: HESPTA12528@gmail.com 

www.highland-k12.org/webpages/hespta 

www.facebook.com/hespta 

 

 

http://www.highland-k12.org/webpages/hespta


 

 

 

DAILY SCHEDULE 
School Hours:  Arrival                        8:50 AM 

Car Rider Dismissal     3:00 PM 

Bus Dismissal      3:03 PM 

• Breakfast Program available from 8:50-9:00 AM (you may put money in your 

child’s online account or he/she may bring money each day) 

• Students are not to be dropped off at the school before 8:50 AM.  

• If a parent needs childcare before or after school, they may register with the 

YMCA’s Program, which is located in the Elementary School lower level 

cafeteria, by calling (845) 338-3810 or visit www.ymcaulster.com 

• Outdoor play daily if weather permits and the real feel temperature is 20 degrees 

Celsius and/or above. 
 

ATTENDANCE & TARDINESS 
Your child’s attendance in school is of great importance to his/her educational success. 

If a child is absent/leaves early/arrives excessively late, there will be personal contact 

with the home. Please understand that State Law requires that any student absence must 

be accounted for by a written excuse from home. We ask all parents to contact the 

school by calling 691-1074 by 9:00 AM if their child is absent. 
 

If a child is to be excused earlier than the regular dismissal time, a note should be sent 

to the teacher in the morning. Upon arriving at school, the parent should report to the 

attendance office to pick up their child. After 2:00 PM, students should be picked up 

using our car-rider dismissal procedure.  
 

  Children will not be dismissed to anyone other than the legal parent(s) or 

guardian(s) unless the school has been notified in writing.  

PLEASE NOTE THAT PICTURE ID WILL BE REQUIRED 

 

PLEASE REMEMBER:    

• An absence requires a note. 

• If picking up a child, report to the attendance office. 

• Call the attendance office by 9:00 AM if your child will be absent @ 691-1074 

 
  

http://www.ymcaulster.com/


 

 

Procedures for Attendance 

1. Parents are required to call the attendance office at 691-1074 to notify the 

attendance clerk of a student’s absence and the reason. Students are not 

permitted to call on their own behalf. There is a 24-hour voice mail to take 

calls. The attendance clerk may call parents/guardians if they fail to notify the 

school regarding an absence and will maintain a written log of all incoming 

and outgoing calls. 

2. Parental notes will be required of students whose parents fail to call and 

whom the attendance clerk cannot reach. 

 

Procedures for Lateness (Tardiness) 

1. All students are to sign in at the attendance office upon their arrival. 

2. Lateness to school requires a written note or telephone call from the parent. 

The only exception is bus lateness (due to inclement weather, breakdown, 

etc.). 

3. Please be advised that repeated tardiness and early dismissal pick-ups will 

result in a letter from the principal.  

4. Please note that the above procedures refer to those students who do not have 

medical or other approved reasons for being late to class. Parents/guardians of 

students who may require additional time to get to school, and/or move from 

one class to the next, MUST notify the principal so that special arrangements 

may be made.  

SCHOOL CLOSINGS 
 

Check our website: www.higland-k12.org 

 

Listen for automated calls from the district. If your phone number changes, please 

notify the District via Mrs. Jacobsen at 691-1014 and or the school’s main office.  

 

Listen to the radio:  

WRWD 107.3FM • WEOK/WPDH 1390AM/101.5FM 

WCZX 97.7FM • WKNY 1490AM 

WGHQ 92AM • WBNR/WSPK 260AM/104.7FM 

RNN Television 

 

http://www.higland-k12.org/


 

 

Procedures for chronic absentees under 16 years of age 

Chronic absenteeism is a pattern of excessive absences defined as 18 absences, 

legal or illegal, in a school year (10% of days). 

 

Procedures to be followed: 

1. The school nurse will determine if absences are due to illness. 

2. The school nurse will refer the case to the Instructional Support Team, who 

will review the case and take appropriate action. Examples may include, but 

are not limited to the following actions: 

• Parent Conference with the Principal and or Assistant Principal 

• Referral to Social Worker 

• Family Court 

• Child Protective Services 

• Family Counseling 

• Psychological Evaluation 

• Local Police Intervention 

  

Planned Absences for Vacation  

• Planned absences to accompany parents on vacation while school is in session 

are considered illegal absences. Such absences are discouraged. 

• Students who are absent to accompany parents on vacation shall be held 

responsible for all subject matter taught during such absence. 

• Parents who remove students for vacation shall discuss the student’s academic 

record with the principal at least seven school days prior to such absence and 

preferably before planning a vacation. 

• Students and parents shall satisfy all subject matter requirements by 

consulting with each teacher to develop an individualized plan for each 

subject. The school must receive two-weeks prior notice unless an emergency 

situation should arise. 

LUNCH SCHEDULE 

Time Intermediate Cafeteria Primary Cafeteria 

11:22-12:02 5th Grade 2nd Grade 

12:06-12:46 4th Grade 1st Grade  

12:50-1:30 3rd Grade Kindergarten 



 

 

 

PHILOSOPHY OF DISCIPLINE 
 

Highland Central School District continues to use the student behavior approach 

called PBIS (Positive Behavior Intervention and Support). This philosophy focuses 

on teaching and acknowledging students for appropriate behavior. We teach 

students the expected, appropriate school behaviors. We then monitor behavior and 

reward students for meeting expectations. The behavior expectations we are 

teaching the children at Highland Elementary School are further explained in the 

“Highland Elementary School Wide Expectations” section found on page 12. This 

matrix focuses on demonstrating good school behaviors in class, hallways, 

cafeterias, the playground, bathrooms, during assemblies, and on school buses. 

 

 

 
 

 

DISCIPLINE PROCEDURES 
 

Discipline procedures are followed in order to ensure safe behaviors at school. This 

includes positive encouragement followed by a student/teacher contract if needed.   

 

If necessary, the principal and/or assistant principal will meet with the student to 

create a more detailed plan of action and appropriate consequences. If the behavior 

persists, a meeting will be set up with the principal, teacher, parents, and child to 

determine further action. Disciple consequences will only be shared with the school, 

student, and family of the offender. Discipline procedures will not be shared with 

the student or family of the victim in an incident due to privacy matters. 

 

It is important to review the HCSD Code of Conduct, which is the guideline used to 

determine any further action. The Code of Conduct can be found at HCSD Code of 

Conduct / Home (highland-k12.org). 

 

 

https://www.highland-k12.org/domain/2407
https://www.highland-k12.org/domain/2407


 

 

VISITING GUIDELINES 

 

Dropping Off Student’s in the Morning:   

• There is a five-mile-per-hour limit when on school grounds. Please drive 

slowly.  

• Please be patient…our children’s safety is our main priority!  

• PLEASE drop off students at the back of the building and when arriving on 

school grounds look for the safety agent for hand directions of where to go. 

• Remember to remain in your vehicle and have students exit on the right…onto 

the curb. If your child is younger, please show him or her how to open the car 

door and exit the car safely on their own. 

                                                                                           
Parking Lot:  

• Please follow parking signs. 

• Please do not park in yellow curbed areas – these are fire zones, and you will 

be ticketed. 

• Park only in Visitor or designated parking areas. 

Entering the Building:  

• Pre-arrange visitation time with the teacher. 

• Have a photo ID. 

• Sign-in in the Main Entrance Office.  

• Receive and wear a Visitor’s Pass and go to your indicated destination. Staff 

will stop you if they do not see your visitor’s pass. 

• Sign-out and return the Visitor’s Pass when exiting the building. 

Please do not enter the GREEN 20 Minute Parking area in front of the building 

before 9:30 AM or after 2:30 PM! Remember parking in this area is only for drop-

off or pick-up, not long term. 



 

 

DRESS CODE 
 

Students are expected to dress and groom themselves in an appropriate manner. 

Students must be dressed in appropriate clothing and protective equipment as 

required for physical education classes and participation in athletics.  

 

The following are prohibited in school or at school functions and considered to be 

inappropriate dress, grooming, and appearance: 

 

• any dress or appearance which constitutes a threat or danger to the health and 

safety of students (e.g., heavy jewelry or jewelry with spikes that can injure 

the student or others) 

• any dress or appearance which is vulgar, lewd, obscene, indecent, profane or 

which exposes to sight the private parts of the body [e.g., t-shirts with a 

phallic symbol or messages consisting of sexual metaphors; extremely brief 

garments such as tube tops, net tops, halter tops, belly shirts, spaghetti straps, 

plunging necklines (front and/or back) and see-through garments]; 

• underwear that is not completely covered with outer clothing; 

• any dress, jewelry, or appearance which encourages or advocates the use of 

illegal drugs, alcohol, and/or tobacco; 

• any dress or appearance that advocates or encourages other illegal or violent 

activities; 

• any dress or appearance which advocates discrimination or denigrates others 

based upon race, color, creed, religion, national origin, gender, sexual 

orientation, or disability; 

• any dress or appearance that constitutes a disruption to the educational 

process, including but not limited to tank tops, mini-skirts, or short shorts. 

Infractions of the Dress Code will result in consequences deemed appropriate as 

listed in the Highland Central School District Code of Conduct.  

 
 

 

 
  



 

 

HIGHLAND ELEMENTARY 

B.A.R.K. 

 

 

 
 



 

 

School Expectations 

Be Safe 
Hallways Cafeteria Playground Bathrooms Assembly Bus 

Walk at a safe 

indoor pace. 

Keep hands, 

feet and 

objects to 

yourself. 

Follow all 

directions. 

Walk behind 

at a safe 

distance. 

Face forward 

and keep to 

right. 

Walk at a safe indoor 

pace. 

Follow all directions 

given by adults. 

Keep hands, feet and 

object to yourself. 

Follow all 

directions 

given by 

adults. 

Keep hands, 

feet and 

object to 

yourself. 

Play 

carefully. 

Keep floors 

clean of water, 

soap and paper. 

Always wash 

hands. 

Use the 

bathroom 

appropriately. 

Enter or exit in 

a calm manner. 

Wait for 

dismissal 

signal from 

your teacher. 

Wait for 

signal before 

approaching 

the bus. 

Sit in your 

seat at all 

times. 

Keep hands, 

feet and 

object to 

yourself. 

Act Responsibly 

Hallways Cafeteria Playground Bathrooms Assembly Bus 

Only go 

places you 

have been 

given 

permission to 

go. 

Tell an adult 

about any 

dangers. 

Stay at your assigned 

location. 

Clean up after yourself. 

Only leave the cafeteria 

with permission. 

Only eat your own food. 

Be a 

peacemaker. 

Line up 

promptly 

when the 

whistle 

blows. 

Stay close 

to see and 

hear 

monitor. 

Learn rules 

for 

blacktop, 

field and 

playground. 

Report 

unsafe 

conditions. 

Flush toilet 

after use. 

Return to room 

promptly. 

Use quiet 

voices. 

Take care of 

personal 

belongings. 

Exercise self-

control. 

Follow 

directions of 

bus monitor 

and drivers. 

Take care of 

personal 

belongings. 

Save eating or 

drinking for 

home. 

  



 

 

 

Display Respect & Kindness 

Hallways Cafeteria Playground Bathrooms Assembly Bus 

Keep silent 

while walking 

or waiting. 

Look with 

your eyes. 

Use a quiet indoor 

voice. 

Only use your own 

money. 

Use forks and spoons. 

Ask permission before 

taking food from the 

cafeteria. 

Chew with your mouth 

closed. 

Play fairly. 

Use 

language 

appropriate 

for school. 

Try to 

include 

others in 

your game. 

Give people 

privacy 

Be a good 

audience. 

Show 

appreciation. 

Use quiet 

voices. 

Use language 

appropriate 

for school. 

 

HEALTH OFFICE 
The school health office is here to provide emergency first aid, and mandated health 

assessments to our students. If your child is ill, please keep him/her home and call 

the attendance office at 691-1074. 

 

“Mom, when can I go back to school?” 

Tested COVID 

positive? 

Isolate for at least 5 complete days, with Day 0 being the 

date your symptoms started or you were tested for COVID-

19. 

Got a fever? 24 hours without a temperature. 

Had strep? 48 hours on an antibiotic. 

Had pink eye? 48 hours on antibiotic eye drops and no drainage from eyes. 

Head lice a 

problem? 

No NITS (EGGS) LEFT IN THE HAIR. Child must be 

checked by health office staff before returning to class.  

Please call us, we can help! 

Chicken Pox? 7 days and all pox scabbed over. Child must see the nurse 

before going to class. 

Had an operation? Need a note from the doctor in order to return. 

 

Physicals 

New York State law requires physical exams be done on all children in Grades K, 2, 

4, 7, & 10. Also, if you are new to our school district you will need a physical. Your 

private doctor should do exams, however, the school physician will provide this 

service if needed. Physicals need to be sent to the health office by December 1. 



 

 

Health Screenings 

All students will have an annual vision and hearing test. Parents will only be 

notified if there is an abnormal finding. These tests can also be done whenever the 

parent or teacher has a concern or notices a change in your child. Please call the 

school nurse if you have any questions. 

 

Medicines in School 

All medications given in school require a WRITTEN DOCTOR’S NOTE AND A 

PARENT NOTE. This also applies to over-the-counter medicines, such as Tylenol 

and cough drops. An adult must deliver the medicine to the school. Medication 

notes/orders may be faxed to the school at (845) 691-1064. Prescribed and/or over 

the counter medications must remain in the nurse’s station during the day. An adult 

must drop off the medication to the nurse.  If medication is self-administered, 

students must do it in the presence of the school nurse.  

 

READING & WRITING 

Reading and Writing Curricula                  
• Teachers College’s Units of Study: Four Units of Study per grade level 

include all the teaching points, minilessons, conferences, and small group 

work for a comprehensive workshop curriculum. Trade books for each unit 

are used to model effective writing techniques, encourage students to read as 

writers, and to provide background knowledge for students. 

https://www.unitsofstudy.com/k5writing/  & 

https://www.unitsofstudy.com/k5reading/ 

           

• Wilson Fundations: Provides research-based materials and strategies essential 

to a comprehensive reading, spelling, and handwriting program. 

https://www.wilsonlanguage.com/programs/fundations/   
 

• Heggerty: This curriculum is a phonemic awareness tool that assist students in 

developing key phonological and reading skills. www.heggerty.org  

 

https://www.unitsofstudy.com/k5writing/
https://www.unitsofstudy.com/k5reading/
https://www.wilsonlanguage.com/programs/fundations/
http://www.heggerty.org/


 

 

MATH 

Mathematics Curriculum   
• Houghton Mifflin Harcourt Into Math: A math curriculum that supports 

students as they develop their conceptual understanding and grow into fluent 

mathematicians. https://www.hmhco.com/programs/into-math    

 

SOCIAL EMOTIONAL              

• Second Step is a holistic approach to building supportive communities for 

every child through social-emotional learning for grades in Highland 

Elementary School’s Kindergarten to 3rd grades. https://www.secondstep.org/ 

• Too Good for Drugs program is a preventive program for Grades 4 and 5. It 

teaches about peer pressure, friendship building skills, over the counter 

medications, tobacco, positive decision making, and conflict resolution. It is 

interactive and includes games. Substance Use Prevention – Mendez 

Foundation (toogoodprograms.org) 

   THE HOME/SCHOOL CONNECTION   

• Seesaw: Learning lives in a streamlined portfolio, and families only have to 

sign up once, teachers can sharing high-quality activities in our school or 

district library, able to elevate student voice, ownership, and engagement with 

premium features within this platform. Seesaw Subscription for Schools and 

Districts 
• Learningatoz.com: Log-in information is provided by the classroom teacher 

and changes every year. Leveled Reading Library for Kids K-5 | Reading A-Z 

(learninga-z.com) 

https://www.hmhco.com/programs/into-math
https://www.secondstep.org/
https://toogoodprograms.org/collections/too-good-for-drugs
https://toogoodprograms.org/collections/too-good-for-drugs
https://web.seesaw.me/seesaw-for-schools
https://web.seesaw.me/seesaw-for-schools
https://www.learninga-z.com/site/products/readinga-z/overview
https://www.learninga-z.com/site/products/readinga-z/overview


 

 

DIGNITY FOR ALL STUDENTS (DASA) IN HIGHLAND 

CENTRAL SCHOOL DISTRICT 
HCSD is committed to providing an environment free from harassment, bullying, 

cyber-bullying, and/or discrimination against any student by employees or students 

that creates a hostile school environment based on a person’s actual or perceived 

race, color, weight, national origin, ethnic group, religion, religious practice, 

disability, sexual orientation, gender, or sex. 
 

Bullying is intentional, harmful behavior initiated by one or more students and 

directed toward another student. Bullying exists when a student with more social 

and/or physical power deliberately dominates and harasses another who has less 

power. Bullying is unjustified and typically is repeated. 
 

Common characteristics of bullying: 

Physical – hitting, kicking, damaging property, or any physical aggression. 

Verbal – teasing, name-calling, put downs, or other behavior that would 

deliberately hurt others’ feelings or make them feel bad. 

Emotional/Exclusion – starting rumors, telling others not to be friends with 

someone, or other actions that would cause someone to be without friends. 

Cyber-bullying – using electronic devices such as but not limited to computers and 

cell phones to bully others through methods such as posting comments, statements, 

or pictures on blogs, web sites, social networks, text messaging, instant messaging, 

emails, and chat rooms. 

Unwanted Sexual Contact/Touching – sexual assault; sexual harassment 
 

Bullying Versus Conflict 

Bullying differs from conflict. Two or more students can have a disagreement or 

conflict. Bullying involves a power in-balance element where a bully targets a 

student who has difficulty defending him or herself. If you witness an act of 

bullying or harassment, please contact the Dignity For All Students Act 

Coordinator at the respective school. 
 

Dignity Act Coordinators: 

Elementary School – Tulani Samuel, Dawn Palmer, Samantha Zappone: 691-1070 

Middle School – Andrew Carnright, Nancy Jensen, Connor Kenney, Victoria 

Barone, Lisa Neer: 691-1080 

High School – Evan Kirsch, Peter Markman, Dr. Michael Paff: 691-1020 



 

 

FERPA: FAMILY EDUCATIONAL RIGHTS AND PRIVACY 

ACT OF 1974 AS AMENDED 
 

Annual Notification 

Parents and eligible students in attendance at the School District will be notified of 

their FERPA rights and the District’s policy and procedures governing access to 

records, annually. The School District shall send home a bulletin listing these rights, 

which will be included with a packet of material provided parents or an eligible 

student when the student enrolls during the school year. This notice shall include: 

  

1. The right of the student’s parent or eligible student to inspect and review the 

student’s education records within 45 days from the date of the District’s 

receipt of the request. 

2. The right to request the amendment of the student’s education records that the 

parent or eligible student believes are inaccurate or misleading 

3. The right to receive notice of any decision by the School District not to amend 

a student’s education records, as requested by the parent or eligible student, 

and the right to a hearing regarding the School District’s denial of a request 

for an amendment. 

4. The right to consent to disclosure of personally identifiable information 

contained in the student’s education record, except to the extent that FERPA 

authorizes disclosure without consent (e.g., upon request to another school 

district in which a student seeks or intends to enroll). 

5. The right to file a complaint with the U.S. Department of Education 

concerning alleged failures by the District to comply with the requirements of 

FERPA. 

6. The right to obtain a copy of this policy and the locations where they may be 

obtained. 

Procedure to Inspect Education Records 

Parents of students or eligible students may inspect and review the student’s 

education records upon request. Such a request shall be in writing, to the 

Superintendent of Schools or designee, identifying as precisely as possible, the 

record or records that he/she wishes to inspect. The student’s records will be made 

available for review promptly and in any event within 45 days of such written 

request. The parent or eligible student will be notified of the time and place where 



 

 

the records may be inspected. The School District may require that an official be 

present during such inspection. No documents may be removed from school 

premises. 

 

When a record contains information about students other than a parent’s child or the 

eligible student, the parent or eligible student may not inspect and review the 

portion of the record that pertains to other students. 

  

Refusal to Provide Copies 

The School District will not provide a parent or eligible student with a copy of the 

student’ s education record unless failure to do so would effectively prevent the 

parent or eligible student the right to inspect and review the records.  

 

If the record involves answers to a standardized test, the School District will not 

provide a parent or eligible student a copy of standardized test questions.  

 

Copies of student education records shall be provided, upon a parent or eligible 

student’s request, when: 

1. Records are transferred to another school. 

2. Information is released to a third party designated by the parent or eligible 

student. 

3. Failure to do so would effectively deny the right of inspection. 

 

A parent or eligible student may permit any third person to inspect the student’s 

education records. Such consent must be in writing, signed and dated, and must 

specify: 

1. records that are to be disclosed; 

2. purpose(s) of disclosure; and 

3. individual(s) or group(s) to whom disclosure should be made. 

 

Any third party to which such records have been made available shall sign a written 

statement the he/she will not further release such records without the consent of the 

parent or eligible student. 

 



 

 

Disclosure of Education Records 

The School District shall disclose information from a student’s education records 

only with the written consent of the parent or eligible student, except: 

1. To school personnel (including administrators, teachers, support staff, board 

members and persons employed by or under contract with the school District 

to perform a special task, such as school attorney, auditor, medical 

consultant, therapist) within the School District who have a legitimate right 

or educational interest in the records. A legitimate educational interest shall 

include performing a task that is specified in his or her job description by 

contract, performing a task related to a student’s education or the discipline 

of a student, or providing a service or benefit related to the student or 

student’s education or the discipline of a student, or providing a service or 

benefit related to the student or student’s family, such as health care, 

counseling or job placement. 

2. To school officials of another school in which a student seeks or intends to 

enroll, upon request of such school official. 

3. To certain officials of the U.S. Department of Education, the U. S. 

Comptroller General, and the State and local educational authorities, in 

connection with certain state or federally supported education programs. 

4. In connection with a student’s request for or receipt of financial aid, as 

necessary to determine the eligibility, amount or conditions of the financial 

aid, or to enforce and terms and conditions of aid. 

5. If required by a State law requiring disclosure that was adopted prior to 

November 19, 1974. 

6. To organizations conducting certain studies for or on behalf of the School 

District for the purpose of developing, validating or administering predictive 

tests, student aid programs and instruction. 

7. To accrediting organizations to carry out its accrediting functions. 

8. To parents of a dependent student who claim the student as a dependent for 

income tax purposes. 

9. To comply with a judicial order or a lawfully issued subpoena, provided that 

a reasonable effort is made to notify the parent or eligible student prior to 

compliance. 

10. To appropriate parties in a health or safety emergency. 



 

 

Record of Requests for Disclosure 

The School District shall maintain a record of all requests for and/or disclosure of 

information from a student’s education records, excluding requests of school 

officials and requests for directory information. The record will indicate the name 

of the party making the request, any additional parties to whom it may be disclosed, 

and the legitimate interest the party had in requesting or obtaining the information. 

The record may be reviewed by the parent or eligible student. 

 

Correction of Education Records 

A parent or eligible student has the right to challenge the contents of the student’s 

education records and to ask to have the records corrected: 

 

1. The parent or eligible student shall submit a request to the Superintendent of 

schools, in writing, to amend the record. The record or part of record sought to 

be amended shall be identified and the reason why he/she believes the record 

is inaccurate, misleading or violates the privacy or other rights of the student, 

shall be specified. 

2. The School District may comply with the request or decided not to comply. 

The Superintendent shall provide a written response within ten (10) working 

days of receipt of the written challenge, indicating whether or not the 

challenged material will be corrected or deleted. If the request is denied, the 

Superintendent shall advise the parent or eligible student of their right to a 

hearing to challenge the decision. 

3. Upon request, the School District will arrange for a hearing before an 

impartial hearing officer and notify the parent or eligible student, reasonably 

in advance, of the date, place and time of the hearing. The hearing officer may 

be an official of the School District. 

4. The parent or eligible student will be afforded a full and fair opportunity to 

present evidence relevant to the issues raised in the original request to amend 

the student’s education records. The parent or eligible student may be assisted 

by one or more individuals, including an attorney 

5. The hearing officer will prepare a written decision based solely on the 

evidence presented at the hearing, summarizing the evidence presented and 

stating the reasons for the decision. 

  



 

 

6. If the hearing officer decides that the challenged information is inaccurate, 

misleading or in violation of the student’s right of privacy, the School District 

will amend the record and notify the parent or eligible student, in writing, that 

the record has been amended. 

7. If the hearing officer decides that the challenged information is not inaccurate, 

misleading or in violation of the student’s right of privacy, the School District 

will notify the parent or eligible student of his/her right to place a statement in 

the student’s education record explaining the challenged information and/or 

setting forth reasons for disagreeing with the decision. This statement shall be 

maintained as part of the student’s education records as long as the contested 

portion is maintained. If the School District discloses the contested portion of 

the records, it will also disclose the statement.  

 

Complaint Procedure 

A person may file a complaint with the U.S. Department of Education if he/she 

feels that the School District has violated FERPA, by sending a written complaint 

to:     

 

Family Policy Compliance Office 

U.S. Department of Education 

600 Independence Avenue, S.W. 

Washington, D.C. 20202-4605 

 



 

 

TYPES, LOCATIONS AND CUSTODIANS OF 

EDUCATION RECORDS 
The following is a list of the types of records that the School District maintains, 

their location and their custodians. (Subject to review by the Superintendent)  

 

HES Building Principal: 

• Cumulative School Records  

• Cumulative School Records for former students- @ building of their current 

grade level; @ high school up to age 21 

• District Standardized Testing 

• Guidance Files 

• Occasional records (student educational records not identified above) 

 

Central Office - Director of Student Services: 

• Speech Therapy Records 

• Psychological Records 

• Occupational/Physical Therapy Records 

• Educational Evaluations 

 

HES School Nurse: 

• Health Reports 

 

Bus Garage - Transportation Director: 

• Transportation Records 

 

 

 


