
                                
                                  

Pace Academy Family Educational Rights and Privacy Act (FERPA) Policy 

Policy Statement 

Pace Academy is committed to maintaining the privacy and confidentiality of student 
education records in compliance with the Family Educational Rights and Privacy Act 
(FERPA) of 1974. FERPA is a federal law that governs the access to and privacy of student 
education records. In accordance with FERPA, Pace Academy recognizes the rights of 
students and their parents/guardians to access and review education records, request 
amendments to those records, and limit the disclosure of personally identifiable 
information. 

Scope 

This policy applies to all current and former students of Pace Academy, as well as to all 
faculty, staff, and administrators who are responsible for the maintenance, handling, and 
protection of student education records. 

FERPA Rights 

Under FERPA, students (or parents of students under the age of 18) have the following 
rights regarding their education records: 

1. The Right to Inspect and Review Education Records 
Parents or eligible students (18 years of age or older) have the right to inspect and 
review the student’s education records within 45 days of making a request. 
Requests should be made in writing to the school’s designated official.  

2. The Right to Request an Amendment of Education Records 
If a parent or eligible student believes that the student’s education records are 
inaccurate, misleading, or otherwise in violation of the student’s privacy rights, they 
have the right to request an amendment of the records. Requests should be made in 
writing to the school, specifying the record(s) to be amended and the reasons for 
the request. 

3. The Right to Consent to Disclosures 
FERPA requires that Pace Academy obtain written consent from parents or eligible 
students before disclosing personally identifiable information (PII) from education 
records, except under certain circumstances defined by FERPA. 



                                
4. The Right to File a Complaint 

Parents or eligible students have the right to file a complaint with the U.S. 
Department of Education if they believe that Pace Academy has failed to comply 
with the requirements of FERPA. Complaints may be filed with the Family Policy 
Compliance Office at the Department of Education. 

Disclosure of Education Records 

Pace Academy may disclose education records without the consent of the parent or 
eligible student under the following conditions: 

1. To School Officials 
Information may be disclosed to school officials who have a legitimate educational 
interest in accessing the records. School officials include administrators, faculty, 
staff, and others employed by the school or who provide services to the school.  

2. To Other Institutions for Enrollment or Transfer 
In certain cases, information may be shared with officials from another school or 
district to which a student is transferring. 

3. To Compliance with a Judicial Order or Subpoena 
Education records may be disclosed in response to a judicial order or subpoena, 
provided that the institution makes a reasonable effort to notify the student in 
advance of the disclosure. 

4. Directory Information 
Pace Academy may disclose “directory information” without consent unless a 
parent or eligible student requests that such information be withheld. Directory 
information includes items such as the student’s name, address, phone number, 
date of birth, enrollment status, and awards. 

Directory Information 

Pace Academy has designated the following as directory information: 

• Student’s Name 

• Address 

• Telephone Number 

• Email Address 



                                
• Enrollment Status 

• Dates of Attendance 

• Degree(s) and Award(s) Received 

• Participation in Official School Activities or Sports 

• Photographs, including those used in the Yearbook 

Parents or eligible students may request that any or all of the above information be 
withheld by submitting a written request to the school. Once a request is made, the school 
will honor the request until further notice. 

Retention and Disposal of Education Records 

Pace Academy maintains student education records for a period of time deemed 
necessary for institutional purposes. After that time, records will be destroyed in 
accordance with federal and state laws, ensuring the confidentiality of the records during 
the disposal process. 

Implementation and Enforcement 

Pace Academy’s compliance with FERPA is overseen by the [Designated FERPA Officer]. 
Faculty and staff members who handle student records will be trained regularly on FERPA 
requirements and the importance of maintaining the privacy and security of student 
education records. 

Conclusion 

Pace Academy is committed to protecting the privacy rights of its students and complying 
with FERPA to ensure that the handling and disclosure of student educational records is 
done in a manner that respects the rights of students and their families.  

For any questions about this policy or FERPA rights, please contact: 

Executive Director: 

Dr. Melanie S. Vaughn 
Pace Academy 
6015 North  Main Street Columbia, SC 29203 
Melanie.Vaughn@choosepace.org 
803-251-9138 Extention:108 



                                
 


