
  E   O R A N D U   

TO: Princip ls  nd Superintendents 

FRO : Office of Student Services 

DATE: Febru ry 8, 2017 

SUBJECT: Tr nsfer of Student Records 

We h ve received numerous queries reg rding student tr nscripts  nd records. The following is intended to 

summ rize Indi n  l w on this m tter  nd provide guid nce for m king records inquiries in the future. 

There  re two issues involved in the tr nsfer of student records: 

1. I.C. 20-33-2-10.  Under I.C. 20-33-2-10(d),   school in Indi n  receiving   request for records sh ll send the 

records promptly to the requesting school. The intent is th t when   student enrolls in  nother school, the 

previous school is to promptly send the student's records to the new school. Records rele se is linked to 

 ctu l student enrollment for   number of re sons, not the le st of which is the pr ctic l risk of rele sing 

sensitive m teri ls when   tr nsfer h s not been confirmed. 

The Family Educational Rights and Privacy Act (FERPA) . This feder l  ct prohibits   school from rele sing  2. 
student's educ tion l record without the written, informed consent of the p rent or eligible student. There 

 re some exceptions where schools m y rele se records without p rent l consent. However, it is import nt 

to note th t these exceptions  re  t the discretion of the school,  nd some of the exceptions h ve  ddition l 

requirements with which the school must comply. 34 CFR 99.31( ) sets forth 16 exceptions for rele sing 

student educ tion records without written consent. 34 CFR 99.31( )(2) would permit   school to disclose 

educ tion records to  nother school where the student seeks or intends to enroll, or where the student is 

 lre dy enrolled, so long  s the disclosure is rel ted to the student's enrollment or tr nsfer  nd the school 

complies with the requirements of 34 CFR 99.34. 34 CFR 99.34 requires: (1) th t the school m ke   

“re son ble  ttempt” to notify the p rent or eligible student of the disclosure, unless the p rent or the eligible 

student initi ted the disclosure or the school provided  nnu l notific tion; (2) give the p rent or the eligible 

student, upon request,   copy of the record th t w s disclosed;  nd (3) give the p rent or the eligible student 

 n opportunity for   he ring. 

Public school policies th t do not rele se student records until the student h s been offici lly withdr wn from 

school are  ccept ble. It is  lso  ppropri te th t student records be rele sed to p rents upon request. This 

position is in  lignment with I.C. 20-33-2-10(d)  nd FERPA regul tions. It is impermissible to require f milies to 

 ttend c se conferences or to meet with outgoing-school offici ls before rele sing student records to requested 

tr nsfer schools. 
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Public School Requests to Private Schools

Pursu nt to IC 20-33-2-10, the following l ngu ge governs the responsibilities of  n  ccredited nonpublic school 

when   student tr nsfers to   public school:

…(d) A school in Indi n  receiving   request for records sh ll send the records promptly to the requesting 

school. However, if   request is received for records to which   notice h s been  tt ched under IC 31-36-1-5 

(IC 31-6-13-6 before its repe l), the school (1) sh ll immedi tely notify the Indi n  cle ringhouse for 

inform tion on missing children  nd missing end ngered  dults; (2)m y not send the school records without 

the  uthoriz tion of the cle ringhouse;  nd (3) m y not inform the requesting school th t   notice under IC 31-

36-1-5 (or IC 31-6-13-6 before its repe l) h s been  tt ched to the records.

(e) No wi hs anding subsec ion (d), if a paren  of a child who has enrolled in an accredi ed nonpublic school is 

in breach of a con rac   ha  condi ions release of s uden  records on  he paymen  of ou s anding  ui ion and 

o her fees,  he accredi ed nonpublic school shall provide a reques ing school sufficien  verbal informa ion  o 

permi   he reques ing school  o make an appropria e placemen  decision regarding  he child.

Schools wishing to obt in student records should h ve the p rent or leg l gu rdi n sign  nd d te   form l written 

request to the “former” school th t specifies wh t records  re to be rele sed, to whom the records  re to be 

rele sed,  nd the purpose.  The p rent lly-signed request should  lso specify th t the consent m y be revoked  t 

 ny time in writing, but th t this revoc tion would only  ffect the future rele se of records—not records th t h d 

 lre dy been rele sed.
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