ADMINISTRATIVE CIRCULAR NO. 12
Office of the Deputy Superintendent

SAN DIEGO UNIFIED SCHOOL DISTRICT

Date: September 6, 2007

To: All School Principals

Subject: PARENT/GUARDIAN REQUESTS TO RESTRICT RELEASE OF
STUDENT INFORMATION

Department and/or
Persons Concerned: Principals, Vice Principals, Registrars, School Clerks

Due Date: Upon receipt of parent/guardian requests
Reference: Administrative Procedures 6525, 6527, and 9375
Action Requested: Record parent/guardian requests in Zangle

Attachments: 1. Parent/Guardian Request to Withhold Directory Information Form
2. Zangle Records Access Job Aid (posted to district’s Zangle webpage)

Brief Explanation:

Federal and state legislation provides guidance on the release of student information and the
required notification to parents/guardians related to their right to restrict the release of
information about their students. In the district, this required notification is included in the
annual Facts for Parents, that should be provided to parents/guardians as soon as copies are
received at school sites. Delayed distribution to parents/guardians could result in the release of
student information that parents/guardians might request be withheld if promptly notified of this
right.

As stated in Facts for Parents and in district Procedure 6525, some student directory-type
information may be released to certain entities without parent/guardian permission. Entities
entitled to such information include:

* Military recruiters, as mandated in the No Child Left Behind (NCLB) Act. NCLB requires
that military recruiters be provided access to directory-type information (names, addresses,
and telephone numbers) for secondary students unless parents/guardians request that the
information not be released. Generally, military recruiters begin requesting data in October.
The release of directory-type information to military recruiters is performed by central office
staff; staff members at school sites should not release any student information to military
recruiters.

* Approved organizations, such as the PTA (see Facts for Parents or Procedure 6525).

Release of non-directory type information, as described in district Procedures 6527 and 9375,
requires active parent/guardian consent. For example, parents/guardians must sign a permission
slip if media wish to interview, photograph, or videotape students.

Parent/guardian requests to restrict information release or permit media release or videotaping
must be submitted in writing to the school office. Written requests may take the form of a letter,
checking the appropriate box on the signed enrollment card, or submitting a Parent/Guardian
Request to Withhold Directory Information form (Attachment 1), which is also available on the
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district’s For Parents webpage). Active consent forms that permit activities include the media
and videotaping release forms that are appended to Facts for Parents.

The recommended procedure for parent requests to prohibit release of information is to:

1. Run the report described on page 3 of the Zangle Records Access job aid (Attachment 2) to
list students for whom prohibitions have previously been recorded. The report will list
students for whom incorrect entries have been made, i.e., entries that have a status of
“denied” (that is, the parent/guardian request was denied) or blank. Records for these
students must be corrected promptly to show a status of “granted” (i.e., the parent/guardian
request was granted).

2. Use the above report to determine which students have existing requests correctly entered.
Subsequently, upon receiving written notice from parents/guardians that information should
not be released, site staff must promptly record requests to prohibit release of
information in Zangle only for students without pre-existing “granted” entries. All staff
members should be especially careful to enter the status of “granted” for each entry. The data
were frequently incorrect or missing in prior years.

The recommended procedure for parent permission for media or videotaping activity is to:
1. Run the report described in Step 1 above to determine errors with “permissions” entries.

2. Subsequently, upon receiving written notice from parents/guardians that media release or
videotaping is permitted, site staff must promptly record all permissions in Zangle. It is
important to ensure that the status of “granted” is recorded for each entry.

Site entry of parent/guardian requests into Zangle is the only way to ensure compliance with the
legal right of parents/guardians to restrict the release of information about their students. It is
imperative that accurate information be entered in Zangle to prevent the unauthorized release of
information. Following data entry, written requests should be placed in students’ cumulative
records.

Questions about the release of information to military recruiters may be directed to Ron Rode at
619-725-5611 or via email at rrode@sandi.net. Other questions about the general release of
directory information should be addressed to Peter Bell at 619-725-7193 or via email at
pdbell@sandi.net.

Karen Bachofer
Executive Director
Standards, Assessment, and Accountability Division

APPROVED:

e

Geno Flores
Deputy Superintendent

KVB:rgr
Attachments (2)
Distribution: Lists D, E, and F



Lk . . . OFFICE OF THE DEPUTY SUPERINTENDENT
%5],3 San Diego Unified School District Standards, Assessment, and Accountability

Parent Request to Withhold Directory Information

As provided for in federal and state law, parents have the right to request that directory
information about their child(ren) is not released to parties who have been authorized to
request such information. The parties entitled to request information and the types of
information they may receive are described in district Procedure 6525 and in Facts for
Parents.

This form may be used to request that directory information is not released to any
entitled parties or to military recruiters only. This form is not required if “Yes” is/was
checked on the enrollment card for question 26 relating to directory information, or if
“‘No” is/was checked on the enrollment card for question 30 relating to military recruiters.
Please check one box below to indicate which parties are not to receive information.

l, , parent/guardian request that directory
(please print your name)

information for my child, , Is not released to the
(please print your child’s name)

parties indicated below:

(Check one box only.)
[1 Any approved party indicated in Facts for Parents

[] Military recruiters only

Your signature Date

Please return this form to your school’s office staff. Thank you.

For School Use Only

Student ID: Date Entered in Zangle: Entered by:

File this form in student’'s cumulative record following Zangle data entry.

8/20/07
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Z Records Access - Serra High

BEIX]

File Help Date: 09/08/2006

Siudent Name

B //F Birthdate

,&:ge Grade | Group [673 of 1936 records]

Hawk, Tony J [52090] M| 10M1M830 || 15 | 11 S Active Students
| Track/School™ ear Advizor Entry Exit Gtat|
T 0357A 2006/07 Unassigned, 09/04/2006 M @
Rejoinders Record Access Log Authorization Prohibitions
Fequest Date Type Status Date [Status Description [ |
09/08/2006  |Directory content req 09/08/2006 | Granted
( .
Upon completing Step F,
the added restriction will
appear on the screen.
Repeat Steps C-F to add additional
restrictions for this student.
Repeat Steps A-F for other students for
whom requests have been received.
When you are done, click Quit. v

Add

{0 (5] (e ][]
SN

Click Print to launch the Records Access repch
(without having to go to the Enrollment Reports).
See the next section of these directions for
information about printing the report.

NOTE: If you click Print, then print the report
that opens, you will get all students that have
authorization prohibitions, not just one. If you
want to print a report for one student only, you
will need to use the report’s Select Tab to select

Qane student. /

DISTRICT WIDE APPLIC ATIONS
HTITP://WWW.SANDI.NET/DWA
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STUDENT INFORMATION SYSTEMS

SAN DIEGO CITY SCHOOLS

Printing Authorization Prohibitions

The Records Access report prints the contents of the tables maintained by the Records Access
application. Launch the report from the Enrollment module Reports menu. Use the Records Access
report in the Enroliment module to generate reports that list the students with parent requests.

Shortcut: You can also launch this report directly by clicking the Print button in the main screen of the
Records Access application, thus bypassing the Enrollment Reports menu.

Follow the steps below to generate Records Access reports.

e Open Zangle. Click Enrollment. Click Reports. Select Records Access.
e Complete Steps A-G. Steps A-D are shown below. Steps E-G are on the following page.

£ Records Access - Serra High

Refer to the last page of this
document for more information
about configuring this report.

End Date | 06/20/2007

Start Date | 09/04/2006

File Settngs Help Date: 09/08/2006 V
Options Select Sort
Title | TYPE YOUR OWN TITLE HERE IF DESIRED|

Report Type | () Record Access Log

Select
Authorization
Prohibitions.

() Rejoinders
Authorization Prohibitions

Autharization Type

Frogram paricipation restriction
Directory content restriction

{*) Request Date
(") Status Date

Select prohihitions based on

Enter the desired
start and end dates.

When Authorization Prohibitions
is selected in Step B, the report

defaults to Request Date.

~ []Select Al

iMilitary recruiter restriction

Media release restriction
Videotaping release restriction

o (=

| Reset All | |

| Erint... | |Preuiew...|
1

Quit |

DISTRICT WIDE APPLICATIONS

Click Preview to preview the
report. A cover page will appear.

HTITP://WWW.SANDI.NET/DWA

By default, all
authorization types will
be included in the
report. If you want only
one type, unclick the
Select All checkbox,
then click on the desired
type(s) to highlight it.

TIP: To select more than
one type, hold the Ctrl
key down while clicking.

rjr
“4z)
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Read the cover page. Then click the X to
close it. The report is “underneath” it.

3 Preview - Authorization Prohibitions - Page 1 of 1 =1 N3]

|14 « @ » »l [room [BEmEE x i S |

Authorization Prohibitions Page |
Serra High

Report Parameters Cover Sheet

Report Application Information:
App ID: n=stdO0080
Name : Records Access
Version: Version 2005.1.2
App Date: March 8, 2006

Use the arrow to go

to the next page. Preview the report. Then click the X to close

the report. A print dialog box will appear.

' Z Preview - Autl\ Azation Prohibitions - Page 1 of 1 E
|14 4 & » b [w0% ~[EmB x ¥ &

Authorization Prohibitions Pagel
Serra High
Date Range: 09/04/2006 - 06/20/2007
Student Name Grd Gndr Ethn Counselor Advisor
RequestDate  Status Date Authorization Prohibition Type Status

alphabetically. The sort order can be

Abernathy, Alexander Bosco [34555 1 M 4 [inner, .
0971112006 09/11/2006 Directory content restricion By default, the students are listed
c

Hawk, Tony J [52080] "nom nassigy  changed on the Sort tab when
08/08/2006 02/08/2006 Directory content restriction COnﬁgUring the report. See the next
Lasek, Buckworth [2081] 11 M J nassig@e for more information. /
08/08/2006 02008/2006 Directory content restriction Ay
09/08/2006 09/08/2006 Military recruiter restricon Granted
T . 1
3 Select Report Destination x
| Printer iCover Pages .
|:L g8 If you print the report, you
File may want to uncheck the
Cover Page option.
mail Merge
Click Continue to print. G
Otherwise, click Cancel.
Coptinue... zancel

DISTRICT WIDE APPLICATIONS P UJ.
HTTP://WWW.SANDI.NET/DWA &elliSIe
&
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CONFIGURING THE REPORT

Options Tab

Title
If this field is left blank, the report title printed will correspond the name of the report type selected
in the Report Type option set. To override the default title, enter a user-defined title in this field.

Start/End Dates
Define a date range for querying records.

e |If Authorizations Prohibitions is selected as the Report Type, you will have an option to filter
records by the Request Date or Status Date attributes using the Select prohibitions based on
option set that will appear on the right side.

e When Record Access Log or Rejoinders are selected as the Report Type this date range will
filter records based on the Date field of the record.

Authorization Type

This field will appear at the bottom if Authorization Prohibitions is selected as the Report Type. Select
the authorization types you want to report from a predefined list of types. To select or deselect more
than one type, hold the Ctrl key down while clicking.

Shortcut: Check the Select All checkbox to select all available types in the list (default mode).

Select Tab

By default, all students are included on the report. If desired, you can filter the report by enrollment,
track, student, counselor, advisor, grade, ethnicity, gender, or student group.

Sort Tab

By default, the report sorts by student name, date, then type. You can rearrange this sort order using
the Sort Tab. You can also add other fields (counselor, advisor, grade, ethnicity, gender) to the sort
order.

DISTRICT WIDE APPLIC ATIONS &% ) D"J
HITP://WWW.SANDI.NET/DWA sorigd A,
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