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This sample document illustrates one version of a privacy policy to use with program families. 
Customize this as needed, then clear it with your host organization’s legal team before you use it.  
 

Program Name Privacy Policy 
 

Overview and Collection of Information 

This Privacy Policy explains how The Program collects and uses your personal information when 
you register a student for The Program. The Program may collect the following information:  

• Date and place of birth, parent(s) and/or guardian addresses, and where parents can be 
contacted in emergencies 

• Grades, test scores, courses taken, academic specializations and activities, and official 
letters regarding a student's status in school 

• Special education records 
• Disciplinary and accident records 
• Documentation of attendance, schools attended and courses taken 
• Personal information such as a student's picture or social security number, or other 

information that would make it easy to identify or locate a student 

Use of Information 

The Program may collect this information solely for the purpose of providing activities and 
services through the 21st CCLC program.  

FERPA Guidelines 

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a 
federal law that protects the privacy of student education records. The law applies to all schools 
that receive funds under an applicable program of the U.S. Department of Education. 

Generally, The Program must have written permission from the parent or eligible student in order 
to release any information from a student's education record. However, FERPA allows schools to 
disclose those records, without consent, to the following parties or under the following conditions 
(34 CFR § 99.31): 

• School officials with legitimate educational interest 
• Specified officials for audit or evaluation purposes 
• To comply with a judicial order or lawfully issued subpoena 
• Appropriate officials in cases of health and safety emergencies 
• State and local authorities, within a juvenile justice system, pursuant to specific state law 

The Program may disclose, without consent, "directory" information such as a student's name, 
address, telephone number, date and place of birth, honors and awards, and dates of attendance. 
However, The Program will alert parents and eligible students about disclosure of directory 
information and allow parents and eligible students a reasonable amount of time to request that 
the school not disclose directory information about them. The Program will notify parents of any 
disclosure via letter. 

For more information on FERPA, see https://studentprivacy.ed.gov/. 
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