
RULE 5230 

 
[ ] indicate that the bracketed item will be deleted. 
ALL CAPS indicates that the item is new material. 
 

1

STUDENTS: Elementary and Secondary 
 
Progress: Student Records

[1. General 
 
In Baltimore County Public Schools, a cumulative folder and a separate health 
folder are maintained for each pupil.  In addition, a confidential folder is 
maintained for some children.  Discretion and judgment should be exercised in 
determining materials to be included in any folder as they are a part of the pupil’s 
official school records.  Every effort must be made to be sure that any recorded 
statements concerning a child’s character or behavior are objective ones.  It is 
important to retain in the child’s folder information such as results of team 
conferences, parent conferences, and written communications to parents.  Personal 
notes of teachers, counselors, psychologists, pupil personnel workers, school 
nurses, and others which are used as working information when dealing with a 
child, tend to be subjective and therefore should not be included in a child’s folder.  
However, these become official school records when and only when they are 
shared with someone else or in any way transmitted to another party. 
 
Teachers should not assume, or be asked to assume, responsibility for providing 
information or materials from the child’s record directly; these requests should be 
processed through the school office. 
 
Following are guidelines for dealing with requests from certain individuals or 
agencies.  No single directive could provide answers and informative to govern all 
questions or problems in this area.  Good judgment must be exercised at all times.  
It is the desire of the Department of Pupil Services to cooperate in providing 
information to those who need it in working with, employing, or helping the child.  
It is the responsibility of school administrators to provide safeguards for the 
release of information so that the rights of the child will be protected.  Where there 
are problems or unusual cases not governed by this directive, call your supervisor, 
the Director Pupil Services, or refer to the Pupil Services Manual of Procedures, 
PS # 101, Procedures for School Records. 

 
2. Release of Information 
 

A record of requests for release or review of records must be maintained by the 
school in a “disclosure file.”  BEBCO form 15-7-78 is to be used when a student’s 
records are released or reviewed.  A single file of these completed forms arranged 
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in alphabetical order can serve as a school’s “disclosure file.”  Exceptions to this 
procedure are noted in the Pupil Services Manual, P.S. # 101, Procedures for 
Student Records. 

 
3. Release of Information to Parents 
 

Within 45 calendar days following their request, parents or eligible students have 
the legal right to be shown any official records which are maintained by the 
system and by which they can be personally identified.  If this information is to be 
meaningful, it is desirable that an interpretation of the material be given by 
professional personnel.  Requests for material of a confidential nature or reports 
written by private physicians, Board of Education personnel, psychologists, 
psychiatrists, pupil personnel workers, or other professionals should be directed to 
the author and arrangements made for interpretation by the person who wrote the 
report or those with authority to interpret such reports. 

 
4. Requests for Release of Information to Attorneys, Insurance Investigators, and  
 Others 
 

Schools sometimes receive requests from attorneys, insurance representatives and 
investigators for records, and information form records, for Baltimore County 
Public School pupils.  In these cases, information may be provided only when 
written permission of the parent or eligible student accompanies the request.  
BEBCO form 15-7-78 is to be used and placed in the school’s disclosure file.  It is 
important that objective data be forwarded and care should be taken in providing 
any interpretations in writing.  Those persons making the request should be 
informed that records and reports from private physicians and clinics, which were 
provided the school in conference, should be procured from the person who wrote 
the report. 

 
5. Release of Information to Courts 
 

The Board of Education Court Representative will be responsible for securing and 
submitting school reports to the Department of Juvenile Services and the Adult 
Probation Department of Baltimore County. 
 
The courts have the authority to subpoena school records. Immediately upon 
receiving a subpoena, the principal should contact the Court Representative to 
determine if the Court Representative may present the school records. The 
individual who initiated the subpoena has the prerogative to insist that the 
principal, assistant principal, or a specific teacher, present the school records at a 
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hearing.  Every effort will be made to have the Court Representative relieve the 
school personnel of this responsibility.  Record of this disclosure must be 
maintained in the school’s disclosure file. 

 
6. Release of Information to Community Social Agencies 
 

Copies of records in a student’s cumulative folder may be released to these 
agencies both in and out of Baltimore County.  Written permission specifying the 
information requested should be obtained from the parent or eligible student via 
BEBCO form 15-7-78 and a record of disclosure made.  Examples of such 
agencies are the Department of Social Services, Children’s Aid and Family 
Service, and others which do not have self-interest in the case but who are 
working as a public or community agency in the best interest of the child.  Reports 
and social histories written by Board of Education personnel may be released by 
specific request to the person who wrote the report, or to the supervisor of the 
department if the person is no longer employed by the Baltimore County Public 
Schools. 

 
7. Requests from Private Psychologists, Psychiatrists, and Physicians 
 

These requests may be honored with written permission from the parent or eligible 
student.  Requests for psychological reports should be directed to the supervisor of 
the Office of Psychological Services.  A record of all such requests must be 
maintained in the school’s disclosure file via BEBCO form 15-7-78. 

 
8. Release of Information to Prospective Employers and Educational Institutions  
 

The release of information in student records is often necessary to provide 
business and industrial personnel with additional data to process student 
applications for jobs. Similar information also is requested by educational 
institutions admitting students to educational programs. 
 
Prior to releasing any information, school personnel should secure permission for 
the release via BEBCO form 15-7-78 either from the parents or eligible student.  A 
record of disclosure must be kept in the school’s disclosure file. 
 
Whenever an evaluation of an individual is required, the evaluation should consist 
of the factual and objective information in the student’s record.  This evaluation 
should be signed by the individual preparing the report. 

 
9. Release of Information to Law Enforcement Agencies 
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Occasionally, county, state or federal police agents contact a school requesting 
information which will assist them in locating a parent or parents of children who 
are currently attending or who formally attended school in Baltimore County. 
 
The person requesting the information should be advised to contact the Office of 
Pupil Personnel.  The Office of Pupil Personnel will be responsible for identifying 
the person making the request and determining whether or not the information 
should be released.  The Office of Pupil Personnel will then be responsible for 
releasing the information or notifying the party making the request that the 
information cannot be made available. 

 
10. Release of Directory Information 
 

I. Directory Information 
 

In accordance with COMAR 13A.08.02.03, directory information will 
consist of the following components contained in the educational record of 
a student: 

 
a. The student’s name 
b. Address 
c. Date of birth 
d. Participation in officially recognized activities and sports 
e. Weight and height of members of athletic teams 
f. Dates of attendance 
g. Degrees and awards received 

 
II. Methodology for Obtaining Directory Information 

 
A. Records of One to Twenty Students in a Particular School 

 
Any request for directory information involving a particular student 
or a group of less than twenty students in a specific school shall be 
addressed in writing to the principal of that particular school.  
Schools will charge $1.00 per page for the compilation, copying, and 
administrative costs associated with the production of this 
information.  No directory information will be supplied over the 
telephone. 
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B. Records of More Than Twenty Students or Lists Involving More 
Than One School 

 
Any request for directory information involving (1) Lists of 
students’ names for a school or grade of a school; (2) Addresses of 
students; and/ or (3) Dates of birth of more than twenty student 
names for a particular school, a group of schools, and/ or a grade 
level within a school or a group of schools will be communicated in 
writing to the Office of Research and Data Analysis, Greenwood.  
The request for directory information shall specifically state which 
lists of students’ names, addresses, and/or dates of birth for which 
school and/or grade in a particular school is being requested.  The 
Office of Research and Data Analysis will charge $100.00 per 
school list for the compilation, copying, and administrative costs 
associated with the production of the list. No directory information 
will be supplied over the telephone. 

 
Any request for directory information involving (1) Participation of 
students in officially recognized activities and sports; (2) Weight and 
height of members of athletic teams; (3) Dates of attendance of 
students; and/or (4) Degrees and awards received by students shall 
be communicated in writing to the principal of a school.  Schools 
will charge $1.00 per page for the compilation, copying, and 
administrative costs associated with the production of this 
information.  No directory information will be supplied over the 
telephone. 

 
III. Annual Notification 

 
Notification to students, parents, and guardians will be included each year 
in the Student Behavior Handbook. This notification will include: 

 
A. The categories listed above which the Baltimore County Public 

Schools have designated as directory information,  
 

B. The rights of parents and/or guardians to inspect and review student 
records and seek amendment to student records that the parent 
believes is inaccurate, 

 
C. The right of parents or guardians or of eligible students to refuse to 

permit disclosure of directory information, and 
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D. The requirement to notify the principal in writing of the desire not to 
permit disclosure of directory information by October 1 of a school 
year or within 30 days of entry into school, if the student enrolled 
after the start of school. 

 
11. Retention of Vital Pupil Records 
 

The scholastic record for every student who graduated from school shall be 
retained permanently.  The scholastic record also shall be kept for each student 
who terminates his formal education.  The office grade card and all records 
containing important personal data shall be retained in compliance with the 
procedures outlined in the Records Retention and Disposition Schedule of the 
Baltimore County Public Schools. 

 
12. Official Transcripts 
 

High schools may issue a maximum of three official transcripts free of charge 
within three years of a student’s graduation or permanent withdrawal from school.  
For each additional transcript thereafter, the school is authorized to charge a fee of 
$1.00.  After the three-year period has elapsed, the microfilm section of the Office 
of Research and Data Analysis located at the Greenwood Office, 6901 Charles 
Street, Towson, MD 21204, ESS Building will issue additional transcripts.  A fee 
of $1.00 will be charged for each transcript.  The $1.00 fee will be waived for 
transcripts needed to process social security benefits. 

 
13. Copies of Records 
 

As outlined in the Pupil Services Manual of Procedures, PS # 101, Procedure for 
Student Records, when it is necessary for copies of items in a student’s records to 
be supplied to the parent or eligible student, the school of record is authorized to 
charge a minimum fee of $1.00 for the first ten pages or any part thereof and 10c a 
page thereafter.  If the records for copy are too voluminous to be reproduced at the 
local school, they may be sent to the office of the Director of Pupil Services for 
reproduction.  The school will be responsible for collecting the appropriate fee at 
the time the copies are requested.  This fee will be deposited in the  school’s 
account.  

 
14. Annual Notification 
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On an annual basis, the school system is responsible for notifying parents and 
eligible students of their rights regarding records being maintained by the 
Baltimore County Public Schools as outlined in the Pupil Services Manual of 
Procedures, P.S. # 101, Procedure for Student Records. 

 
15. News/ Photography 
 

Students may be photographed, videotaped, audio taped, and/or interviewed while 
participating in school-sponsored activities when such activities are of interest to 
the news media.  All media activities in schools will be monitored by the school 
staff.  School administrative staff will deny access to news media if their presence 
is deemed disruptive to the school day or to students or if photographing or 
videotaping students is not appropriate, given the nature of the particular news 
story.   

 
Parents or guardians or eligible students may refuse to permit photography, 
videotaping, and/ or interviewing by notifying the principal in writing by October 
1 of a school year or within 30 days of entry into school, if the student enrolled 
after the start of school. 

 
16. Sample Annual Notice 
 
Use the information below as the basis for inclusion in the Student Behavior Handbook:
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Release of Directory Information and 
News/Photography Release 

 
In accordance with Maryland law, Baltimore County Public Schools (hereinafter, BCPS) 
is providing parents, legal guardians, or eligible student (hereinafter, Parent) with this 
annual notification of rights. 
 
Confidentiality

Student records maintained by BCPS are confidential in nature and access to these 
records may be granted only for the purpose of serving legitimate and recognized 
educational ends.  Prior parent consent is not required to forward records when a student 
transfers to another school or school system. 
 
Access to Records

Student records maintained by BCPS shall be available to the student’s parents for review 
and inspection in conference with appropriate school personnel.  If a student is 18 years 
or older, rights accorded to and the consent required of the parent of the student shall 
thereafter only be accorded to and required of the eligible student.  Maryland law 
provides that student records may be released by BCPS to other educational or specified 
governmental agencies, to persons involved in approved research projects to comply with 
certain judicial orders, or in health and emergency situations. 
 
Request to Amend Student Records

The parent of a student, who believes the information contained in the student records is 
inaccurate or misleading or violates the privacy rights of the student, may request in 
writing that BCPS amend that record.  The principal of the student’s school or the 
appropriate administrator of an office shall decide whether or not to amend the student 
record in a reasonable period of time.  If the parent is dissatisfied with the refusal to 
amend the student record, then the parent has the right to request a hearing before the 
appropriate administrator.  
 
News/Photography

Students may be photographed, videotaped, and/or interviewed while participating in 
school-sponsored activities when such activities are of interest to the news media.  All 
media activities in schools will be monitored by school staff.  School administrative staff 
will deny access to news media if their presence is deemed disruptive to the school day or 
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to students or if photographing, videotaping, and/or audio taping students is not 
appropriate, given the nature of a particular news story. 
 
Approval to photograph, videotape, audiotape, and/or interview students while 
participating in school-sponsored activities may be withheld at the parent’s request.  This 
request must be submitted in writing to the school principal no later than October 1of the 
school year of within 30 days of enrollment into school, if students enroll after the start of 
the school year.

Directory Information

BCPS has a policy of disclosing personally identifiable information from student records 
which does not require parent consent.  This information is commonly 
 referred to as “directory information.”  The following information has been 
 designated as “directory information” by BCPS:  student’s name and address; date 
 of birth; participation in officially recognized activities and sports; weight and 
 height of members of athletic teams; dates of attendance; and degrees and awards 
 received.  You are hereby advised that this “directory information” may be 
 withheld from disclosure at the parent’s request.  This request must be submitted 

in writing to the school principal no later than October 1 of the school year or 
within 30 days of enrollment into school if students enroll after the start of the 
school year.

BCPS Review of Students Records

BCPS policy allows a periodic review of each student’s educational records by 
 school personnel for the purpose of deleting any unnecessary or outdated items 
 from a students’ record.  This review also takes place at the time a student 
 transfers from or otherwise leaves a school.  For details of the BCPS policy 
 concerning the use, maintenance, and transfer of student records, contact your 
 school principal.] 
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1. PURPOSE 

THE PROVISIONS UNDER THIS RULE ARE INTENDED TO PRESERVE 
THE RIGHTS OF THE STUDENT AND PARENT(S)/GUARDIAN(S) TO: 

1. GAIN FULL ACCESS TO ALL OFFICIAL RECORDS ABOUT THE 
STUDENT THAT ARE MAINTAINED BY THE SCHOOL OR SCHOOL 
SYSTEM. 

2. REMOVE FROM THE STUDENT RECORDS ANY INFORMATION 
ABOUT THE STUDENT THAT IS DETERMINED TO BE 
INACCURATE OR MISLEADING. 

3. RECEIVE NOTICE OF AND PROVIDE CONSENT FOR DISCLOSURE 
OF INFORMATION IN THE STUDENT RECORD. 

2. DEFINITIONS 

A. STUDENT RECORDS: INFORMATION PERSONALLY 
IDENTIFIABLE TO A STUDENT THAT IS MAINTAINED IN 
WRITTEN, PHOTOGRAPHIC, OR ELECTRONIC FORMAT.  
STUDENT RECORDS CONSIST OF BASIC STUDENT DATA WHICH 
INCLUDES, BUT IS NOT LIMITED TO, MARYLAND STATE 
DEPARTMENT OF EDUCATION FORMS, HEALTH INFORMATION 
MAINTAINED BY THE SCHOOL NURSE, AND OTHER 
INFORMATION GATHERED TO SUPPLEMENT THE BASIC 
STUDENT DATA WHICH IS NEEDED IN MEETING THE 
EDUCATIONAL NEEDS OF THE STUDENT.  THIS INFORMATION 
INCLUDES DISCIPLINARY RECORDS, EDUCATIONAL 
ASSESSMENTS, PSYCHOLOGICAL ASSESSMENTS, 
PSYCHOSOCIAL ASSESSMENTS, SOCIAL HISTORIES, MEDICAL 
EVALUATIONS, AND OTHER INFORMATION THAT IS 
INDIVIDUALLY IDENTIFIABLE AND REQUIRES CONSENT TO 
DISCLOSE. 

B. ELIGIBLE STUDENT: A STUDENT WHO IS 18 YEARS OF AGE OR 
OLDER OR IS ATTENDING AN INSTITUTION OF POST-
SECONDARY EDUCATION.  

C. PARENTAL CONSENT: THE WRITTEN PERMISSION GIVEN BY A 
PARENT(S)/GUARDIAN(S) OR INDIVIDUAL PROVIDING FOR THE 
CARE OR CUSTODY  OF  A STUDENT DUE TO SERIOUS FAMILY 
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HARDSHIP OR KINSHIP CARE FOR THE PURPOSE OF 
PERMITTING DISCLOSURE OF STUDENT RECORDS. ELIGIBLE 
STUDENT(S) MAY ACCESS THEIR RECORDS WITHOUT PRIOR 
CONSENT OF THE PARENT(S)/GUARDIAN(S). 

D. SCHOOL OFFICIALS OR AUTHORIZED PERSONNEL WITH 
LEGITIMATE EDUCATIONAL INTEREST:  THOSE INDIVIDUALS 
EMPLOYED OR CONTRACTED BY THE SCHOOL SYSTEM WHO 
NEED ACCESS TO INFORMATION IN A STUDENT’S RECORD FOR 
THE PURPOSE OF FULFILLING PROFESSIONAL OR JOB 
RESPONSIBILITIES. SCHOOL OFFICIALS CAN INCLUDE 
ADMINISTRATORS, TEACHERS, STUDENT SUPPORT SERVICES 
PERSONNEL, SCHOOL ATTORNEYS, INTERNAL AUDITORS, AND 
OTHER REGULAR OR CONTRACTUAL EMPLOYEES ACTING ON 
BEHALF OF THE SCHOOL SYSTEM. AUTHORIZED PERSONNEL 
INCLUDES REPRESENTATIVES FROM OTHER AGENCIES WHO 
PARTICIPATE IN STUDENT SUPPORT TEAMS, IEP TEAMS, 
STUDENT ASSISTANCE TEAMS, OR OTHER STUDENT-ORIENTED 
TEAMS INVOLVED IN EDUCATIONAL PLANNING.  

E. DIRECTORY INFORMATION:  IN ACCORDANCE WITH COMAR 
13A.08.02.03, BALTIMORE COUNTY PUBLIC SCHOOLS HAVE 
IDENTIFIED DIRECTORY INFORMATION AS CONSISTING OF THE 
FOLLOWING COMPONENTS CONTAINED IN THE EDUCATIONAL 
RECORD OF A STUDENT: 

 
1. THE STUDENT’S NAME 
2. ADDRESS 
3. DATE OF BIRTH 
4. PARTICIPATION IN OFFICIALLY RECOGNIZED ACTIVITIES 

AND SPORTS 
5. WEIGHT AND HEIGHT OF MEMBERS OF ATHLETIC TEAMS 
6. DATES OF ATTENDANCE 
7. DEGREES AND AWARDS RECEIVED. 

 
3. NEWS/PHOTOGRAPY 
 

A. STUDENTS MAY BE PHOTOGRAPHED, VIDEOTAPED, 
AUDIOTAPED, AND/OR INTERVIEWED WHILE PARTICIPATING 
IN SCHOOL-SPONSORED ACTIVITIES WHEN SUCH ACTIVITIES 
ARE OF INTEREST TO THE NEWS MEDIA.  ALL MEDIA 
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ACTIVITIES IN SCHOOLS WILL BE MONITORED BY SCHOOL 
STAFF.  SCHOOL ADMINISTRATIVE STAFF WILL DENY ACCESS 
TO NEWS MEDIA IF THEIR PRESENCE IS DEEMED DISRUPTIVE 
TO THE SCHOOL DAY OR TO STUDENTS OR IF 
PHOTOGRAPHING, VIDEOTAPING, AND/OR AUDIOTAPING 
STUDENTS IS NOT APPROPRIATE, GIVEN THE NATURE OF A 
PARTICULAR NEWS STORY. 

 
B. APPROVAL TO PHOTOGRAPH, VIDEOTAPE, AUDIOTAPE, 

AND/OR INTERVIEW STUDENTS WHILE PARTICIPATING IN 
SCHOOL-SPONSORED ACTIVITIES MAY BE WITHHELD AT THE 
PARENT’S REQUEST.  THIS REQUEST MUST BE SUBMITTED IN 
WRITING TO THE SCHOOL PRINCIPAL NO LATER THAN 
OCTOBER 1 OF THE SCHOOL YEAR OR WITHIN 30 DAYS OF 
ENROLLMENT INTO SCHOOL, IF STUDENTS ENROLL AFTER THE 
START OF THE SCHOOL YEAR.

C. IF A SCHOOL WISHES TO PUBLISH PHOTOGRAPHS OF 
STUDENTS, THE SCHOOL MUST COMPLY WITH 
SUPERINTENDENT’S RULE 6166 AND USE THE DESIGNATED 
FORMS. 

 
4. DISCLOSURE OF DIRECTORY INFORMATION 
 

A. DIRECTORY INFORMATION MAY BE WITHHELD FROM 
DISCLOSURE AT THE PARENT’S REQUEST.  THIS REQUEST 
MUST BE SUBMITTED IN WRITING TO THE SCHOOL PRINCIPAL 
NO LATER THAN OCTOBER 1 OF THE SCHOOL YEAR OR WITHIN 
30 DAYS OF ENROLLMENT INTO SCHOOL, IF STUDENTS 
ENROLL AFTER THE START OF THE SCHOOL YEAR.

FEDERAL LAW REQUIRES A SCHOOL SYSTEM TO PROVIDE 
STUDENT NAMES, ADDRESSES, AND TELEPHONE LISTINGS TO 
MILITARY RECRUITERS, WHEN REQUESTED, UNLESS A 
PARENT(S)/GUARDIAN(S) OR ELIGIBLE STUDENT HAS OPTED 
OUT OF SUCH DISCLOSURE. 

 
5. OBTAINING DIRECTORY INFORMATION 
 

A. RECORDS OF ONE TO THIRTY-FIVE IN A PARTICULAR SCHOOL: 
ANY REQUEST FOR DIRECTORY INFORMATION INVOLVING A 
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PARTICULAR STUDENT OR A GROUP OF LESS THAN THIRTY-SIX 
STUDENTS IN A SPECIFIC SCHOOL SHALL BE ADDRESSED IN 
WRITING TO THE PRINCIPAL OF THAT PARTICULAR SCHOOL.  
SCHOOLS WILL CHARGE $1.00 PER PAGE FOR THE 
COMPILATION, COPYING, AND ADMINISTRATIVE COSTS 
ASSOCIATED WITH THE PRODUCTION OF THIS INFORMATION.  
NO DIRECTORY INFORMATION WILL BE SUPPLIED OVER THE 
PHONE. 

 
B. RECORDS OF MORE THAN THIRTY-FIVE STUDENTS OR LISTS 

INVOLVING MORE THAN ONE SCHOOL: ANY REQUEST FOR 
DIRECTORY INFORMATION INVOLVING (1) LISTS OF STUDENTS’ 
NAMES FOR A SCHOOL OR GRADE OF A SCHOOL, (2) 
ADDRESSES OF STUDENTS, AND/OR (3) DATES OF BIRTH OF 
MORE THAN THIRTY-FIVE STUDENT NAMES FOR A 
PARTICULAR SCHOOL, A GROUP OF SCHOOLS, AND/OR A 
GRADE LEVEL WITHIN A SCHOOL OR A GROUP OF SCHOOLS 
WILL BE COMMUNICATED IN WRITING TO THE OFFICE OF 
STUDENT DATA.  THE REQUEST FOR DIRECTORY INFORMATION 
SHALL SPECIFICALLY STATE WHICH LISTS OF STUDENTS’ 
NAMES, ADDRESSES, AND/OR DATES OF BIRTH FOR WHICH 
SCHOOL AND/OR GRADE IN A PARTICULAR SCHOOL ARE BEING 
REQUESTED.  THE OFFICE OF STUDENT DATA WILL CHARGE 
$100.00 PER SCHOOL LIST FOR THE COMPILATION, COPYING, 
AND ADMINISTRATIVE COSTS ASSOCIATED WITH THE 
PRODUCTION OF THE LIST.  NO DIRECTORY INFORMATION 
WILL BE SUPPLIED OVER THE PHONE. 

 
C. ANY REQUEST FOR DIRECTORY INFORMATION INVOLVING (1) 

PARTICIPATION OF STUDENTS IN OFFICIALLY RECOGNIZED 
ACTIVITIES AND SPORTS; (2) WEIGHT AND HEIGHT OF 
MEMBERS OF ATHLETIC TEAMS, (3) DATES OF ATTENDANCE OF 
STUDENT, AND/OR (4) DEGREES AND AWARDS RECEIVED BY 
STUDENTS SHALL BE COMMUNICATED IN WRITING TO THE 
PRINCIPAL OF THE SCHOOL.  SCHOOLS WILL CHARGE $1.00 PER 
PAGE FOR THE COMPILATION, COPYING, AND 
ADMINISTRATIVE COSTS ASSOCIATED WITH THE PRODUCTION 
OF THIS INFORMATION.  NO DIRECTORY INFORMATION WILL 
BE SUPPLIED OVER THE TELEPHONE. 
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6. ANNUAL NOTIFICATION OF PARENTS’/GUARDIANS’/ELIGIBLE 
 STUDENTS’ RIGHTS 
 

A. NOTIFICATION TO STUDENTS, PARENTS, AND GUARDIANS 
WILL BE INCLUDED EACH YEAR IN THE BALTIMORE COUNTY 
PUBLIC SCHOOLS’ STUDENT HANDBOOK AND THE BALTIMORE 
COUNTY PUBLIC SCHOOLS’ CALENDAR FOR DISTRIBUTION TO 
ALL STAKEHOLDERS.  THIS NOTIFICATION WILL INCLUDE: 

 
1. THE CATEGORIES LISTED DESIGNATED AS DIRECTORY 

INFORMATION; 
2. THE RIGHTS OF PARENT(S)/GUARDIAN(S), AND ELIGIBLE 

STUDENT(S) TO INSPECT AND REVIEW STUDENT 
RECORDS; 

3.  WITH THE EXCEPTION OF GRADES, THE RIGHTS OF 
PARENT(S)/GUARDIAN(S) AND ELIGIBLE STUDENTS TO 
AMEND STUDENT RECORDS WHICH ARE BELIEVED TO BE 
INACCURATE;  

4. THE REQUIREMENT TO ANNUALLY NOTIFY THE 
PRINCIPAL IN WRITING OF THE DESIRE NOT TO PERMIT 
DISCLOSURE OF DIRECTORY INFORMATION BY OCTOBER 
1 OF EACH SCHOOL YEAR OR WITHIN 30 DAYS OF ENTRY 
INTO SCHOOL, IF THE STUDENT ENROLLED AFTER THE 
START OF SCHOOL; AND, 

5. THE RIGHT TO FILE A COMPAINT WITH THE U.S. 
DEPARTMENT OF EDUCATION IF THE 
PARENT(S)/GUARDIAN(S) OR ELIGIBLE STUDENT(S) 
BELIEVE THEIR RIGHTS UNDER THE FAMILY EDUCATION 
RIGHTS AND PRIVACY ACT (FERPA) HAVE BEEN 
VIOLATED AND EFFORTS TO RESOLVE THE SITUATION 
THROUGH BALTIMORE COUNTY PUBLIC SCHOOLS’ 
APPEAL CHANNELS HAVE NOT PROVED SATISFACTORY. 
(SEE PARENT(S)/GUARDIAN(S) OR ELIGIBLE STUDENT 
RECORDS INFORMATION SHEETS, PAGES 23 TO 24.) 

 
7. SCHOOL RECORD-KEEPING PRACTICES AND PROCEDURES 
 

A. SCHOOL RECORD-KEEPING PRACTICES AND PROCEDURES 
WILL BE IN ACCORDANCE WITH FEDERAL AND STATE LAWS, 
REGULATIONS OF THE STATE BOARD OF EDUCATION, AND THE 
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MARYLAND STUDENT RECORDS SYSTEM MANUAL.  THERE IS 
ONLY ONE STUDENT RECORD WHICH INCLUDES ALL STUDENT 
INFORMATION. STUDENT RECORD INFORMATION INCLUDES, 
BUT IS NOT LIMITED TO, THE FOLLOWING.   

 
1. MANDATED STUDENT RECORD CARD ELEMENTS 

 
SR  CARD 1 STUDENT’S PERSONAL DATA  
SR  CARD 2 ANNUAL PERFORMANCE, PREK-8  
SR  CARD 3 ANNUAL SECONDARY SCHOOL  
 PERFORMANCE  
SR  CARD 3A SUPPLEMENTAL 
SR  CARD 4 STATE MANDATED AND LOCAL SCHOOL  
 SYSTEM TESTING 
SR  CARD 5 HEALTH SCREENING 
SR  CARD 7 MARYLAND STUDENT WITHDRAWAL/ 
 TRANSFER RECORD 
 STATEWIDE EDUCATIONAL INTERVIEW  
 FORM 
 IMMUNIZATION DATA 
 BLOOD LEAD CERTIFICATE DHMH 4620 
 RECORD OF HEALTH INVENTORY 
 DISCIPLINE RECORDS (MINIMALLY 
 REQUIRES SUSPENSION NOTICE AND ALL  
 DISPOSITION LETTERS) 
 INFORMATION REQUIRED FOR STUDENTS  
 WITH DISABILITIES:  INDIVIDUALIZED  
 EDUCATIONAL PROGRAMS (IEP), SPECIAL  
 SERVICE INFORMATION SYSTEMS (SSIS)  
 FORM, ASSESSMENT REPORTS, IEP TEAM  
 MEETING SUMMARY SHEETS AND NOTES,  
 AND MEDICAL ASSISTANCE RECORDS 

 
2. STUDENT ATTENDANCE CARDS, INCLUDING CARDS FOR PART-

TIME ENROLLED STUDENTS. 
 
3. EDUCATIONAL ASSESSMENTS, PSYCHOLOGICAL 

ASSESSMENTS, PSYCHOSOCIAL ASSESSMENTS, SOCIAL 
HISTORIES, AND HEALTH INFORMATION. 
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4. RESIDENCY INFORMATION IN ACCORDANCE WITH BOARD OF 
EDUCATION POLICY AND SUPERINTENDENT’S RULE 5150.  

 
B. OFFICIAL TRANSCRIPTS/DIPLOMAS 

 
HIGH SCHOOLS MAY ISSUE A MAXIMUM OF THREE OFFICIAL 
TRANSCRIPTS FREE OF CHARGE WITHIN ONE YEAR OF A 
STUDENT’S GRADUATION OR PRERMANENT WITHDRAWAL 
FROM SCHOOL.  AFTER THE ONE YEAR PERIOD HAS ELAPSED, 
ALL REQUESTS FOR OFFICIAL TRANSCRIPTS AND DIPLOMAS 
SHOULD BE REFERRED TO THE OFFICE OF SCHOOL 
COUNSELING AND A FEE IS CHARGED.  THE FEE IS WAIVED FOR 
ALL GOVERNMENT REQUESTS FOR OFFICIAL 
TRANSCRIPTS/DIPLOMAS. THE REQUEST MUST BE ON 
GOVERNMENT LETTERHEAD. 

 
BALTIMORE COUNTY PUBLIC SCHOOLS WILL AWARD A HIGH 
SCHOOL DIPLOMA TO ANY INDIVIDUAL WHO WAS 
HONORABLY DISCHARGED FROM MILITARY SERVICE AND 
WHO WITHDREW FROM A REGULAR FULL-TIME BALTIMORE 
COUNTY PUBLIC SCHOOL TO ENLIST IN THE ARMED FORCES OF 
THE UNITED STATES DURING WORLD WAR II, THE KOREAN 
CONFLICT, OR THE VIETNAM CONFLICT. ANY REQUESTS FOR A 
DIPLOMA UNDER THESE CIRCUMSTANCES SHOULD BE 
DIRECTED TO THE OFFICE OF SCHOOL COUNSELING. 

 
8. INCLUSION OF INFORMATION IN THE STUDENT RECORD 

 
A. DOCUMENTS UNRELATED TO THE PROVISION OF 

EDUCATIONAL SERVICES GATHERED BY TEACHERS, STUDENT 
SUPPORT PERSONNEL, OR OTHER SCHOOL PERSONNEL MAY 
NOT BE INCLUDED IN THE INDIVIDUAL STUDENT’S FILE 
WITHOUT WRITTEN CONSENT OF THE PRINCIPAL AND THE 
PARENT(S)/GUARDIAN(S) OR ELIGIBLE STUDENT. 

 
9. SOLE POSSESSION RECORDS KEPT BY SCHOOL OFFICIALS OR 

AUTHORIZED PERSONNEL  
 

A. SOLE POSSESSION RECORDS KEPT BY PROFESSIONALS ARE 
NOT PART OF THE STUDENT RECORD. 
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B. SOLE POSSESSION RECORDS ARE TO BE KEPT IN A SECURE 
PLACE AND WILL NOT BE SHARED WITH ANY OTHER PERSON. 
PERSONAL NOTES MAY BE SHARED WITH ANOTHER PERSON 
WHEN THAT PERSON IS ASSUMING THE SCHOOL’S OFFICIAL 
POSITION AND NEEDS THIS INFORMATION TO MEET THE NEEDS 
OF THE STUDENT. PERSONAL NOTES ARE TO BE DESTROYED 
WHEN NO LONGER USEFUL IN WORKING WITH STUDENTS. 

 
10. RELEASE OF INFORMATION AND ACCESS TO RECORDS 
 

A. SCHOOL OFFICIALS AND AUTHORIZED PERSONNEL 
 

1. ACCESS TO STUDENT RECORD INFORMATION IS LIMITED 
TO SCHOOL OFFICIALS WITH LEGITIMATE EDUCATIONAL 
INTEREST OR AUTHORIZED PERSONNEL AS DEFINED IN 
SECTION 2D OF THIS RULE. RELEASE OF STUDENT 
RECORDS INFORMATION TO A THIRD PARTY, ABSENT A 
COURT ORDER, REQUIRES WRITTEN CONSENT OF THE 
PARENT(S), GUARDIAN(S) OR ELIGIBLE STUDENTS 
THROUGH SUBMISSION OF THE BCPS “CONSENT FOR 
RELEASE OF RECORDS” FORM. 

 
2. STUDENT RECORD INFORMATION MAY NOT BE 

DISCLOSED OVER THE PHONE WITH THE EXCEPTION OF 
THE FOLLOWING:  THE GRADE AND LEVEL OF SERVICES 
UNDER IDEA OR SECTION 504 FOR STUDENTS IN “STATE-
SUPERVISED CARE”.  THIS INFORMATION MAY ONLY BE 
DISCLOSED TO THE RECEIVING SCHOOL. 

 
3. EACH SCHOOL MUST MAINTAIN A RECORD OF ANY 

REQUEST FOR AND EXCLUDING DISCLOSURE OF 
PERSONALLY IDENTIFIABLE INFORMATION FROM 
STUDENT RECORDS.  THE STUDENT RECORD ACCESS LOG 
IS TO BE KEPT WITH EACH STUDENT RECORD.  ONLY 
DISCLOSURES OF STUDENT RECORD INFORMATION TO 
INDIVIDUALS NOT SPECIFIED IN SECTION 2D OF THIS 
RULE WOULD APPEAR ON THE STUDENT RECORD 
ACCESS LOG, AND THE PARENT(S)/GUARDIAN(S) OR 
ELIGIBLE STUDENT(S) DO NOT NEED TO BE RECORDED 
ON THE STUDENT RECORD ACCESS LOG. 
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4. RESPONSIBILITY FOR PROVIDING INFORMATION OR 
MATERIALS FROM A STUDENT RECORD SHALL BE 
PROCESSED THROUGH THE SCHOOL OFFICE AND AN 
ADMINISTRATOR. 

 
5. ACCESS TO STUDENT RECORDS MAY BE GRANTED TO AN 

AUTHORIZED REPRESENTATIVES OF OTHER 
APPROPRIATE PARTIES DURING EMERGENCIES 
INVOLVING THE HEALTH AND SAFETY OF THE STUDENT 
AND OTHER INDIVIDUALS UPON APPROVAL OF THE 
PRINCIPAL WHEN: 

 
a. THE SERIOUSNESS OF THE THREAT AND THE NEED 

TO PREVENT HARM. 
b. THE “NEED TO KNOW” INORMATION TO MEET THE 

EMERGENCY. 
c. THE EXTENT TO WHICH THE PARTIES TO WHOM 

THE INFORMATION IS DISCLOSED ARE IN A 
POSITION TO DEAL WITH THE EMERGENCY. 

d. THE EXTENT TO WHICH TIME IS OF THE ESSENCE IN 
DEALING WITH THE EMERGENCY. 

 
B. PARENT(S)/GUARDIAN(S)/ELIGIBLE STUDENTS 

 
1. PARENT(S)/GUARDIAN(S) AND ELIGIBLE STUDENTS HAVE 

THE RIGHT TO INSPECT AND REVIEW EDUCATION 
RECORDS.  PARENT(S)/GUARDIAN(S) OR ELIGIBLE 
STUDENT MUST REQUEST IN WRITING COPIES OF ANY 
EDUCATIONAL RECORDS. A LOG IS TO BE KEPT OF ANY 
TELEPHONE REQUESTS IN ORDER TO VALIDATE THAT 
THE CALLER WAS INFORMED OF THE BOARD OF 
EDUCATION’S POLICY.  SCHOOLS MUST COMPLY WITH 
REQUESTS FOR SUCH RECORDS WITHIN 45 DAYS AND 
MUST PROVIDE COPIES FOR A REASONABLE FEE.  

 
2. THE PARENT(S)/GUARDIAN(S) OR ELIGIBLE STUDENT HAS 

THE RIGHT TO REQUEST THAT A STUDENT RECORD BE 
AMENDEDWHEN THE PARENT(S)/GUARDIAN(S) OR 
ELIGIBLE STUDENT BELIEVES A RECORD IS INACCURATE 
OR MISLEADING. THE PRINCIPAL MUST RESPOND IN 



RULE 5230 

 
[ ] indicate that the bracketed item will be deleted. 
ALL CAPS indicates that the item is new material. 
 

19

WRITING TO THE DISPOSITION OF THE REQUEST.  IF THE 
REQUEST FOR AMENDMENT IS DENIED, THEN THE 
PARENT(S)/GUARDIAN(S) OR ELIGIBLE STUDENT HAS THE 
RIGHT TO A HEARING WITH THE APPROPRIATE 
ADMINISTRATOR TO CHALLENGE THE CONTENT OF THE 
RECORD.  IF THE PRINCIPAL REFUSES TO REMOVE THE 
INFORMATION AFTER THE HEARING WITH THE 
APPROPRIATE ADMINISTRATOR, THE PARENT(S)/ 
GUARDIAN(S) OR ELIGIBLE STUDENT CONTESTING THE 
INFORMATION MAY INCLUDE A STATEMENT REGARDING 
THE CONTESTED INFORMATION IN THE STUDENT’S 
RECORD. 

 
3. REQUESTS FOR MATERIAL OF A CONFIDENTIAL NATURE 

OR REPORTS WRITTEN BY PRIVATE PHYSICIANS, BOARD 
OF EDUCATION PERSONNEL, PSYCHOLOGISTS, 
PSYCHIATRISTS, AND PUPIL PERSONNEL WORKERS OR 
SCHOOL SOCIAL WORKERS, SCHOOL NURSES, OR OTHER 
PROFESSIONALS SHOULD BE DIRECTED TO THE AUTHOR 
AND ARRANGEMENTS MADE FOR INTERPRETATION BY 
THE PERSON WHO WROTE THE REPORT OR THOSE WITH 
AUTHORITY TO INTERPRET SUCH REPORTS.  

 
4. REQUESTS FOR BALTIMORE COUNTY PUBLIC SCHOOLS’ 

PSYCHOLOGICAL ASSESSMENT REPORTS BY 
PARENT(S)/GUARDIAN(S) OR ELIGIBLE STUDENT MAY BE 
RELEASED DIRECTLY TO PARENT(S)/GUARDIAN(S) OR 
ELIGIBLE STUDENT BY APPROPRIATE SCHOOL 
PERSONNEL OR BY THE OFFICE OF PSYCHOLOGICAL 
SERVICES. ABSENT A COURT ORDER REQUESTS FOR 
BALTIMORE COUNTY PUBLIC SCHOOLS’ 
PSYCHOLOGICAL ASSESSMENT REPORTS TO BE 
RELEASED TO THIRD PARTIES REQUIRE WRITTEN 
PERMISSION FROM THE PARENT(S)/GUARDIAN(S) OR 
ELIGIBLE STUDENTS.  SUCH REQUESTS SHOULD BE 
DIRECTED TO THE COORDINATOR OF THE OFFICE OF 
PSYCHOLOGICAL SERVICES.  

 
C. NON-CUSTODIAL PARENT 
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1. NON-CUSTODIAL PARENTS ARE ENTITLED TO RECEIVE 
COPIES OF REPORT CARDS, TEST SCORES, SCHOOL 
NEWSLETTERS, INTERIM REPORTS, LOSS-OF-CREDIT 
NOTIFICATIONS, AND OTHER INFORMATION THAT 
PERTAINS TO THEIR CHILD’S EDUCATION AND THAT IS 
ROUTINELY SENT TO OR AVAILABLE TO THE CUSTODIAL 
PARENT ABSENT A COURT ORDER TO THE CONTRARY. 

 
2. THE CUSTODIAL PARENT IS TO BE NOTIFIED BY THE 

PRINICPAL OR DESIGNEE WHEN A REQUEST FOR 
RECORDS HAS BEEN MADE BY THE NON-CUSTODIAL 
PARENT.  THE CUSTODIAL PARENT MAY NOT PROHIBIT 
THE RELEASE OF STUDENT RECORDS TO THE NON-
CUSTODIAL PARENT OR DENY THE NON-CUSTODIAL 
PARENT ACCESS TO THE STUDENT.   

 
3. RELEASE OF STUDENT RECORDS TO NON-CUSTODIAL 

PARENT(S) MUST BE SOUGHT THROUGH THE PRINCIPAL 
OF THE SCHOOL OR THE OFFICE OF PUPIL PERSONNEL 
SERVICES. THIS ALSO INCLUDES WHATEVER RECORDS 
REMAIN IN A SCHOOL IF A STUDENT IS WITHDRAWN OR 
TRANSFERRED.  THE SCHOOL SHALL COMPLY WITH ANY 
COURT ORDER REGARDING THE RESTRICTING OR   
RELEASING STUDENT RECORDS.  ANY COURT ORDERS 
CONCERNING ACCESS, SECURED BY THE CUSTODIAL 
PARENT OR PERSON WHO HAS BEEN GRANTED CUSTODY, 
SHOULD BE PART OF THE STUDENT’S FILE. 

 
D. COURTS 

 
1. THE BOARD OF EDUCATION’S COURT LIAISON WILL BE 

RESPONSIBLE FOR SECURING AND SUBMITTING SCHOOL 
REPORTS TO THE DEPARTMENT OF JUVENILE SERVICES 
AND THE ADULT PROBATION DEPARTMENT. 

 
2. THE COURTS AND CERTAIN AGENCIES HAVE THE 

AUTHORITY TO SUBPOENA SCHOOL RECORDS.  
IMMEDIATELY UPON RECEIVING A SUBPOENA, THE 
PRINCIPAL SHOULD CONTACT THE BALTIMORE COUNTY 
PUBLIC SCHOOLS’ OFFICE OF LAW, GREENWOOD, FOR 
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CLARIFICATION OF SUBPOENAS ISSUED FOR STUDENT 
RECORDS.  

 
E. LAW ENFORCEMENT AGENCIES 

 
1. COUNTY, STATE, OR FEDERAL POLICE AGENTS WHO 

CONTACT AND REQUEST STUDENT INFORMATION 
SHOULD BE ADVISED TO CONTACT THE COORDINATOR 
OF THE OFFICE OF PUPIL PERSONNEL SERVICES FOR 
CLARIFICATION OF LAW ENFORCEMENT REQUESTS FOR 
STUDENT RECORDS.  

 
2. THE OFFICE OF PUPIL PERSONNEL SERVICES WILL BE 

RESPONSIBLE FOR IDENTIFYING THE PERSON MAKING 
THE  QUEST AND DETERMINING WHETHER OR NOT THE 
INFORMATION SHOULD BE RELEASED. THE OFFICE OF 
PUPIL PERSONNEL SERVICES WILL THEN BE 
RESPONSIBLE FOR RELEASING THE INFORMATON OR 
NOTIFYING THE PARTY MAKING THE REQUEST THAT THE 
INFORMATION CANNOT BE MADE AVAILABLE. 

 
F. A STUDENT RECORD ACCESS LOG FOR INDIVIDUALS OR 

PARTIES WHO ARE NOT SCHOOL OFFICIALS OR AUTHORIZED 
PERSONNEL WITH LEGITIMATE EDUCATIONAL INTEREST AND 
WHO HAVE REQUESTED AND/OR OBTAINED ACCESS TO A 
STUDENT RECORD MUST BE  MAINTAINED BY THE PRINCIPAL/ 
DESIGNEE OR OTHER APPROPRIATE BALTIMORE COUNTY 
PUBLIC SCHOOLS’ PERSONNEL.  IN ADDITION TO THE NAME(S) 
OF THE PERSON(S) REQUESTING/OBTAINING ACCESS, THE 
STUDENT RECORD ACCESS LOG MUST INDICATE THE DATE OF 
REQUEST/REVIEW AND THE PURPOSE OF THE REVIEW.  THE 
STUDENT RECORD ACCESS LOG IS TO BE MAINTAINED AS A 
PART OF EACH STUDENT RECORD. THE STUDENT RECORD 
ACCESS LOG OF PARTIES WHO SEEK OR OBTAIN ACCESS TO 
THE STUDENT RECORD MUST BE AVAILABLE UPON THE 
REQUEST OF THE PARENT(S)/GUARDIAN(S) OR ELIGIBLE 
STUDENT. 

 
G. STUDENT RECORD ACCESS LOG ENTRIES ARE NOT REQUIRED 

FOR: 
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1. SCHOOL OFFICIALS AND AUTHORIZED PERSONNEL AS 
NOTED IN SECTION 2D OF THIS RULE; 

2. PARTIES FOR WHOM WRITTEN CONSENT OF THE 
PARENT(S)/GUARDIAN(S) OR ELIGIBLE STUDENT HAS 
BEEN RECEIVED;  

3. A PARTY SEEKING OR RECEIVING THE RECORDS AS 
DIRECTED  BY A FEDERAL GRAND JURY OR OTHER 
LAWFULLY ISSUED  SUBPOENA OR ORDER WHERE THE 
ISSUING AGENCY HAS  ORDERED THAT THE EXISTENCE 
OR THE CONTENT OF THE  SUBPOENA OR THE 
INFORMATION FURNISHED IN RESPONSE NOT BE 
DISCLOSED. 

 
11. REVIEW OF STUDENT RECORDS 
 

A. REVIEW OF STUDENT RECORDS BY BALTIMORE COUNTY 
PUBLIC SCHOOLS’ PERSONNEL OR SCHOOL STAFF SHALL 
OCCUR WHEN: 

 
1. THE STUDENT TRANSFERS TO THE NEXT HIGHER LEVEL, 

SUCH AS FROM ELEMENTARY TO MIDDLE SCHOOL 
LEVEL OR MIDDLE TO HIGH SCHOOL LEVEL. 

2. THE STUDENT GRADUATES FROM HIGH SCHOOL. 
3. THE STUDENT WITHDRAWS FOR ANY REASON. 

 
B. DURING THE REVIEW, PROVIDED THAT THERE IS NO 

OUTSTANDING REQUEST TO REVIEW THE RECORD, 
EXTRANEOUS MATERIAL OR RECORDS THAT NO LONGER 
SERVE A LEGITIMATE EDUCATIONAL PURPOSE SHOULD BE 
REMOVED AND DESTROYED. STUDENT RECORDS 
INFORMATION SHOULD NOT BE REMOVED FROM THE STUDENT 
RECORD IF THE PARENT(S)/GUARDIAN(S) OR ELIBIBLE 
STUDENT HAS A REQUEST OUTSTANDING TO REVIEW THE 
RECORD.   

 
12. RETENTION OF STUDENT RECORDS 
 

A. RETENTION OF STUDENT RECORDS COMPLIES WITH THE MOST 
RECENT EDICTION OF THE RECORDS RETENTION AND 
DISPOSITION MANUAL FOR PUBLIC SCHOOL SYSTEM OF 
MARYLAND. (SEE 12C FOR REVIEW OF RECORD RETENTION.) 
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B. INDIVIDUAL STUDENT RECORDS NOT REQUIRED OR 

SPECIFICALLY REGULATED BY OTHER STATE OR LOCAL 
REGULATIONS SHALL BE DESTROYED WHEN THEY NO LONGER 
SERVE LEGITIMATE EDUCATIONAL PURPOSES.  The 
FOLLOWING DOCUMENTS MUST BE MAINTAINED AS PART OF 
STUDENT RECORD. 

 
1. WHEN THERE IS AN OUTSTANDING REQUEST TO INSPECT 

AND REVIEW THEM UNDER COMAR 13A.08.02.13. 
2. EXPLANATIONS PLACED IN THE EDUCATION RECORD 

UNDER COMAR 13A.08.02.15 SHALL BE MAINTAINED AS 
PROVIDED IN COMAR 13A.08.02.15D. 

3. THE STUDENT RECORD ACCESS LOG REQUIRED UNDER 
COMAR REGULATION 13A.08.02.20 SHALL BE 
MAINTAINED FOR AS LONG AS THE EDUCATION RECORD 
TO WHICH IT PERTAINS IS MAINTAINED. 

 
C. RECORDS RETENTION SCHEDULE FOR RECORDS IS PRESCRIBED 

BY THE MARYLAND STATE DEPARTMENT OF EDUCATION. 
 

THE SCHEDULE IS AS FOLLOWS: 
SR1 PERSONAL DATE PERMANENT 
SR2 ANNUAL SCHOOL PERFORMANCE 
 DATA SUMMARY, GRADE LEVELS  
 PREK-8 STUDENT-AGE 21 
SR3 ANNUAL SECONDARY SCHOOL 
 PERFORMANCE DATA SUMMARY 
 GRADE LEVELS 9-12 PERMANENT 
SR4 TEST INFORMATION STUDENT-AGE 21 
SR5 HEALTH SCREENING, EXAMINATIONS 
 AND EVALUATIONS, IMMUNIZATIONS  
 RECORDS, AND BLOOD LEAD  
 CERTIFICATE STUDENT-AGE 21 
SR7  MARYLAND STUDENT TRANSFER  

 RECORD   STUDENT-AGE 21 
 DISCIPLINE RECORDS GRADUATION OR 
 COMPLETION OF  
 HIGH SCHOOL 
 PROGRAM OR  
 AGE 21 
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 STATEWIDE EDUCATION  
 INTERVIEW FORM 1 YEAR 
 STUDENT RECORD ACCESS LOG 6 YEARS 
 ATTENDANCE CARD (MAINTAINED 
 BY HOMEROOM TEACHER) 6 YEARS 
 RESIDENCY INFORMATION 6 YEARS 
 INFORMATION REQUIRED FOR 
 STUDENTS WITH DISABILITIES 
 INDIVIDUALIZED EDUCATION  
 PROGRAM (IEP) AGE 24 
 SPECIAL SERVICE INFORMATION   
 SYSTEMS (SSIS) 6 YEARS 
 504 PLANS 6 YEARS 
 ASSESSMENT REPORTS 6 YEARS 
 IEP TEAM MEETING SUMMARY 
 SHEETS AND NOTES 6 YEARS 
 MEDICAL ASSISTANCE RECORDS 6 YEARS 

 
13. TRANSFERRING OF STUDENT RECORDS 
 

A. STUDENT RECORDS MAY BE TRANSFERRED WITHIN 
BALTIMORE COUNTY PUBLIC SCHOOLS UPON REQUEST FROM 
THE RECEIVING SCHOOL. STUDENT RECORDS ARE ROUTINELY 
SENT TO ANOTHER BALTIMORE COUNTY PUBLIC SCHOOL FOR 
STUDENTS WHO TRANSFER AS A RESULT OF PROMOTION OR 
BOUNDARY CHANGE.  

 
B. RECORDS OF STUDENTS TRANSFERRING FOR ANY OTHER 

REASON SHALL BE RETAINED UNTIL REQUESTED BY  THE 
PRINCIPAL/DESIGNEE OF THE RECEIVING SCHOOL.   THE 
SENDING SCHOOL SHALL NOT FORWARD RECORDS ABSENT A 
REQUEST FROM THE RECEIVING SCHOOL. 

 
C. THE ORIGINAL STUDENT RECORD IS TO BE SENT TO THE 

RECEIVING SCHOOL WHEN THE RECEIVING SCHOOL IS 
ANOTHER BALTIMORE COUNTY PUBLIC SCHOOL.  THE 
SENDING SCHOOL IS NOT REQURIED TO MAKE COPIES.  IF A 
STUDENT TRANSFERS TO AN ALTERNATIVE SCHOOL OR 
EVENING HIGH SCHOOL, THE SENDING SCHOOL SHOULD KEEP 
THE ORIGINAL STUDENT RECORD AND SEND COPIES OF THE 
ALTERNATIVE PROGRAM’S REQUIRED FORMS WHICH MAY 



RULE 5230 

 
[ ] indicate that the bracketed item will be deleted. 
ALL CAPS indicates that the item is new material. 
 

25

INCLUDE THE FOLLOWING:  (1) RESIDENCY INFORMATION, (2) 
IMMUNIZATIONS, (3) EMERGENCY CONTACT INFORMATION, (4) 
TRANSCRIPTS, (5) TEST RECORD, (6) HEALTH INFORMATION, (7) 
SPECIAL EDUCATION, AND (8) 504 RECORDS. 

 
D. WHEN A BALTIMORE COUNTY PUBLIC SCHOOL RECIEVES A 

REQUEST FOR STUDENT RECORDS FROM A NON-BALTIMORE 
COUNTY PUBLIC SCHOOL, THE BALTIMORE COUNTY PUBLIC 
SCHOOL PRINCIPAL/DESIGNEE SHALL NOTIFY THE 
PARENT(S)/GUARDIAN(S) OR ELIGIBLE STUDENT OF SUCH 
REQUEST BY FORWARDING A LETTER TO THE LAST KNOWN 
ADDRESS OF THE PARENT(S)/GUARDIAN(S) OR ELIGIBLE 
STUDENT. 

 
E. IF A TRANSFER REQUEST IS INITIATED BY THE 

PARENT(S)/GUARDIANS OR ELIGIBLE STUDENT(S), ONLY 
COPIES OF THE RECORDS MAY BE GIVEN.  THE ORIGINAL 
RECORDS ARE NEVER GIVEN TO THE PARENT(S)/GUARDIAN(S) 
OR ELIGIBLE STUDENT(S).  

 
F. ONCE A SCHOOL HAS RECEIVED A FORMAL REQUEST FOR 

RECORDS FROM A RECEIVING SCHOOL OUTSIDE OF 
BALTIMORE COUNTY OR A NONPUBLIC SCHOOL, THE SENDING 
SCHOOL SHALL SEND COPIES OF THE RECORDS TO THE 
RECEIVING SCHOOL AND KEEP THE ORIGNINAL STATE 
MANDATED STUDENT RECORDS CARDS AND THE ORIGINAL 
INFORMATION INCLUDED IN SECTION 12 OF THIS RULE. AN 
ENTRY SHOULD BE MADE IN THE STUDENT RECORD ACCESS 
LOG INDICATING WHERE THE STUDENT RECORDS WERE 
TRANSFERRED WHEN SENT TO A SCHOOL OUTSIDE OF 
BALTIMORE COUNTY.  ENTRY OF THE REQUEST ON THE 
STUDENT RECORDS ACCESS LOG SHOULD BE DONE PRIOR TO 
MAKING THE FINAL COPY OF THE LOG. 

 
G. PSYCHOLOGICAL ASSESSMENT REPORTS ARE PART OF THE 

STUDENT RECORD AND ARE FORWARDED TO A RECEIVING 
SCHOOL UPON RECEIPT OF A FORMAL REQUEST FOR RECORDS. 
ALL OTHER REQUESTS FOR BALTIMORE COUNTY PUBLIC 
SCHOOLS’ PSYCHOLOGICAL ASSESSMENT REPORTS TO BE 
RELEASED TO THIRD PARTIES SHOULD BE DIRECTED TO THE 
COORDINATOR OF THE OFFICE OF PSYCHOLOGICAL SERVICES.  
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H. SOCIAL HISTORY REPORTS ARE PART OF THE STUDENT 

RECORD AND ARE FORWARDED TO A RECEIVING SCHOOL 
UPON RECEIPT OF A FORMAL REQUEST FOR RECORDS. ALL 
OTHER REQUESTS FOR BALTIMORE COUNTY PUBLIC SCHOOLS’ 
SOCIAL HISTORY REPORTS TO BE RELEASED TO THIRD 
PARTIES SHOULD BE DIRECTED TO THE COORDINATOR OF THE 
OFFICE OF PUPIL PERSONNEL SERVICES. 

 
I. RECORDS OR REPORTS OF SUSPECTED CHILD ABUSE OR 

NEGLECT ARE NOT CONSIDERED TO BE PART OF THE STUDENT 
RECORD AND MAY NOT BE FORWARDED TO ANY SCHOOL. 

 
J. RECORDS OF A STUDENT’S TREATMENT FOR SUBSTANCE 

ABUSE OR EFFORT TO OBTAIN TREATMENT FOR SUBSTANCE 
ABUSE ARE NOT CONSIDERED TO BE PART OF THE STUDENT 
RECORD AND MAY NOT BE FORWARDED TO ANY SCHOOL 
UNLESS THE SENDING SCHOOL HAS OBTAINED WRITTEN 
CONSENT OF THE STUDENT, EVEN IF THE STUDENT IS A MINOR. 

 
K. THE BALTIMORE COUNTY PUBLIC SCHOOLS’ CONSENT FORM, 

AUTHORIZATION TO OBTAIN PROTECTED HEALTH 
INFORMATION, MUST BE USED TO OBTAIN HEALTH 
INFORMATION FROM AN OUTSIDE AGENCY. 

 

RULE SUPERINTENDENT OF SCHOOLS 
Approved: 9/25/69 
Revised: 6/22/78 
Revised: 6/15/99  
REVISED  
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PARENT(S)/GUARDIAN(S) OR ELIGIBLE STUDENT  

RECORDS INFORMATION SHEETS 
 
IN ACCORDANCE WITH MARYLAND LAW, BALTIMORE COUNTY PUBLIC 
SCHOOLS (HEREINAFTER, BCPS) ARE PROVIDING PARENTS, LEGAL 
GUARDIANS, OR ELIGIBLE STUDENTS (HEREINAFTER, PARENT) WITH THIS 
ANNUAL NOTIFICATION OF RIGHTS. 
 
1. CONFIDENTIALITY

STUDENT RECORDS MAINTAINED BY BCPS ARE CONFIDENTIAL IN 
NATURE AND ACCESS TO THESE RECORDS MAY BE GRANTED ONLY 
FOR THE PURPOSE OF SERVING LEGITIMATE AND RECOGNIZED 
EDUCATIONAL ENDS.  PRIOR PARENT CONSENT IS NOT REQUIRED TO 
FORWARD RECORDS WHEN A STUDENT TRANSFERS TO ANOTHER 
SCHOOL OR SCHOOL SYSTEM. 

 
2. ACCESS TO RECORDS

STUDENT RECORDS MAINTAINED BY BCPS SHALL BE AVAILABLE TO 
THE STUDENT’S PARENTS FOR REVIEW AND INSPECTION IN 
CONFERENCE WITH APPROPRIATE SCHOOL PERSONNEL.  IF A 
STUDENT IS 18 YEARS OR OLDER, RIGHTS ACCORDED TO AND THE 
CONSENT REQUIRED OF THE PARENT OF THE STUDENT SHALL 
THEREAFTER ONLY BE ACCORDED TO AND REQUIRED OF THE 
ELIGIBLE STUDENT.  MARYLAND LAW PROVIDES THAT STUDENT 
RECORDS MAY BE RELEASED BY BCPS TO OTHER EDUCATIONAL OR 
SPECIFIC GOVERMENTAL AGENCIES, TO PERSONS INVOLVED IN 
APPROVED RESEARCH PROJECTS, TO COMPLY WITH CERTAIN 
JUDICIAL ORDERS, OR IN CERTAIN HEALTH AND EMERGENCY 
SITUATIONS. 

 
3. REQUEST TO AMEND STUDENT RECORDS

THE PARENT OF A STUDENT, WHO BELIEVES THE INFORMATION 
CONTAINED IN THE STUDENT RECORDS IS INACCURATE OR 
MISLEADING OR VIOLATES THE PRIVACY RIGHTS OF THE STUDENT, 
MAY REQUEST IN WRITING THAT BCPS AMEND THAT RECORD.  THE 
PRINCIPAL OF THE STUDENT’S SCHOOL OR THE APPROPRIATE 
ADMINISTRATOR OF AN OFFICE SHALL DECIDE WHETHER OR NOT 
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TO AMEND THE STUDENT RECORD IN A REASONABLE PERIOD OF 
TIME.  IF THE PARENT IS DISSATISFIED WITH THE REFUSAL TO 
AMEND THE STUDENT RECORD, THEN THE PARENT HAS THE RIGHT 
TO REQUEST A HEARING BEFORE THE APPROPRIATE 
ADMINISTRATOR.  

 
4. NEWS/PHOTOGRAPHY

STUDENTS MAY BE PHOTOGRAPHED, VIDEOTAPED, AUDIOTAPED, 
AND/OR INTERVIEWED WHILE PARTICIPATING IN SCHOOL-
SPONSORED ACTIVITIES WHEN SUCH ACTIVITIES ARE OF INTEREST 
TO THE NEWS MEDIA.  ALL MEDIA ACTIVITIES IN SCHOOLS WILL BE 
MONITORED BY SCHOOL STAFF.  SCHOOL ADMINISTRATIVE STAFF 
WILL DENY ACCESS TO NEWS MEDIA IF THEIR PRESENCE IS DEEMED 
DISRUPTIVE TO THE SCHOOL DAY OR TO STUDENTS OR IF 
PHOTOGRAPHING, VIDEOTAPING, AND/OR AUDIOTAPING STUDENTS 
IS NOT APPROPRIATE, GIVEN THE NATURE OF A PARTICULAR NEWS 
STORY. 

 
APPROVAL TO PHOTOGRAPH, VIDEOTAPE, AUDIOTAPE, AND/ OR 
INTERVIEW STUDENTS WHILE PARTICIPATING IN SCHOOL-
SPONSORED ACTIVITIES MAY BE WITHHELD AT THE PARENT’S 
REQUEST.  THIS REQUEST MUST BE SUBMITTED IN WRITING TO THE 
SCHOOL PRINCIPAL NO LATER THAN OCTOBER 1 OF THE SCHOOL 
YEAR OR WITHIN 30 DAYS OF ENROLLMENT INTO SCHOOL, IF 
STUDENTS ENROLL AFTER THE START OF THE SCHOOL YEAR.

5. DIRECTORY INFORMATION

BCPS HAS A POLICY OF DISCLOSING PERSONALLY IDENTIFIABLE 
INFORMATION FROM STUDENT RECORDS WHICH DOES NOT REQUIRE 
PARENT CONSENT.  THIS INFORMATION IS COMMONLY REFERRED 
TO AS “DIRECTORY INFORMATION.”  THE FOLLOWING INFORMATION 
HAS BEEN DESIGNATED AS “DIRECTORY INFORMATION” BY BCPS:  
STUDENT’S NAME AND ADDRESS; DATE OF BIRTH; PARTICIPATION IN 
OFFICIALLY RECOGNIZED ACTIVITIES AND SPORTS; WEIGHT AND 
HEIGHT OF MEMBERS OF ATHLETIC TEAMS; DATES OF ATTENDANCE; 
AND DEGREES AND AWARDS RECEIVED.  YOU ARE HEREBY ADVISED 
THAT THIS “DIRECTORY INFORMATION” MAY BE WITHHELD FROM 
DISCLOSURE AT THE PARENT’S REQUEST.  THIS REQUEST MUST BE 
SUBMITTED IN WRITING TO THE SCHOOL PRINCIPAL NO LATER 
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THAN OCTOBER 1 OF THE SCHOOL YEAR OR WITHIN 30 DAYS OF 
ENROLLMENT INTO SCHOOL, IF STUDENTS ENROLL AFTER THE 
START OF THE SCHOOL YEAR.

6. BCPS REVIEW OF STUDENTS RECORDS

BCPS POLICY ALLOWS A PERIODIC REVIEW OF EACH STUDENT’S 
EDUCATIONAL RECORDS BY SCHOOL PERSONNEL FOR THE PURPOSE 
OF DELETING ANY UNNECESSARY OR OUTDATED ITEMS FROM A 
STUDENT’S RECORD.  THIS REVIEW ALSO TAKES PLACE AT THE TIME 
A STUDENT TRANSFERS FROM OR OTHERWISE LEAVES A SCHOOL.  
FOR DETAILS OF THE BCPS POLICY CONCERNING THE USE, 
MAINTENANCE, AND TRANSFER OF STUDENT RECORDS, CONTACT 
YOUR SCHOOL PRINCIPAL. 
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