[Print on School Stationery]

[Insert Date]           

RELEASE OF RECORD REQUEST

Name of Last School Attended                                                                                                

Street Address                                                                                                                          

City                                                                  

State                    
Zip                    
   
School Telephone                                            Fax                                      
County                   

Dear Sir or Madam:

   First



Middle



Last

          Grade

whose date of birth is                                                                                                                





Month



Day

          Year

has enrolled in our school.  Please send us a complete transcript of grades if he/she left during the school year.  Also, include the grades up to the time of withdrawal.

We would appreciate having all test results, health records, and any other information that would aid us in helping him/her plan an appropriate school program.  Please include records of any current suspensions or expulsions.  Note:  W.Va. Code  §18-5-15f.

It is not necessary for parents to sign a release when records are being passed from public school to public school.  Note:  Federal Register, June 17, 1976, Part 11 H.E.W.  Private Rights of Parents and Students.  Final Rules On Education Records, Vol. 41 #118-24673.

This form is confirmation to drop this student from your enrollment list.  Thank you.

Sincerely,

[Insert Principal’s Name]

“999.31
Prior consent for disclosure not required.”

(a)
An education agency or institution may disclose personally identifiable information from the education records of a student without the written consent of the parent of the student or the eligible student if the disclosure is to other school officials, including teachers, within the education institution to have legitimate educational interests; to officials of another school or school system in which the student seeks or intends to enroll, subject to the requirements set forth in 99.34.

