




Note:  This is the “red line/blue line” document that captures the changes 
from the February 18, 2025 version to the proposed version. 

Series 5000 5142 
Students 

ADMINISTRATION OF  
STUDENT MEDICATIONS IN THE SCHOOLS 

A. Definitions

Administration of medication means any one of the following activities: handling,
storing, preparing or pouring of medication; conveying it to the student according
to the medication order; observing the student inhale, apply, swallow, or self-
inject the medication, when applicable; documenting that the medication was
administered; and counting remaining doses to verify proper administration and
use of the medication.

Authorized prescriber means a physician, dentist, optometrist, advanced practice
registered nurse or physician assistant, and, for interscholastic and intramural
athletic events only, a podiatrist.

Before or after school program means any child care program operated and
administered by the New Milford Board of Education (the “Board”) and exempt
from licensure by the Office of Early Childhood pursuant to subdivision (1) of
subsection (b) of Section 19a-77 of the Connecticut General Statutes.  Such
programs do not include public or private entities licensed by the Office of Early
Childhood or Board enhancement programs and extra-curricular activities.

Cartridge injector means an automatic prefilled cartridge injector or similar
automatic injectable equipment used to deliver epinephrine in a standard dose for
emergency first aid response to allergic reactions.
Coach means any person holding a coaching permit who is hired by the Board to
coach for a sport season.

Controlled drugs means those drugs as defined in Conn. Gen. Stat. Section 21a-
240. 

Cumulative health record means the cumulative health record of a pupil mandated 
by Conn. Gen. Stat. Section 10-206. 

Director means the person responsible for the day-to-day operations of any school 
readiness program or before or after school program. 

Eligible student means a student who has reached the age of eighteen or is an 
emancipated minor. 
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Epinephrine means an automatic prefilled cartridge injector or similar automatic 
injectable equipment, a nasal spray or any other medical equipment approved by 
the United States Food and Drug Administration that is used to deliver 
epinephrine in a standard dose for emergency first aid response to allergic 
reactions. 

 
Equipment used to administer glucagon means an injector or injectable 
equipment, nasal spray or other medical equipment approved by the United States 
Food and Drug Administration that is used to deliver glucagon in an appropriate 
dose for emergency first aid response to diabetes. 

 
Error means:   
 
(1) the failure to do any of the following as ordered: 

 
(a) administer a medication to a student; 
(b) administer medication within the time designated by the 

prescribing physician; 
(c) administer the specific medication prescribed for a student; 
(d) administer the correct dosage of medication; 
(e) administer medication by the proper route;  
(f) administer the medication according to generally accepted 

standards of practice; or 
 

(2) the administration of medication to a student which is not ordered, or 
which is not authorized in writing by the parent or guardian of such 
student, except for the administration of epinephrine or naloxone for the 
purpose of emergency first aid as set forth in Sections D and E below. 

 
Guardian means one who has the authority and obligations of guardianship of the 
person of a minor, and includes: (1) the obligation of care and control; and (2) the 
authority to make major decisions affecting the minor's welfare, including, but not 
limited to, consent determinations regarding marriage, enlistment in the armed 
forces and major medical, psychiatric or surgical treatment. 
 
Intramural athletic events means tryouts, competition, practice, drills, and 
transportation to and from events that are within the bounds of a school district for 
the purpose of providing an opportunity for students to participate in physical 
activities and athletic contests that extend beyond the scope of the physical 
education program. 
 
Interscholastic athletic events means events between or among schools for the 
purpose of providing an opportunity for students to participate in competitive 
contests that are highly organized and extend beyond the scope of intramural 
programs and includes tryouts, competition, practice, drills and transportation to 
and from such events. 
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Investigational drug means any medication with an approved investigational new 
drug (IND) application on file with the Food and Drug Administration (FDA), 
which is being scientifically tested and clinically evaluated to determine its 
efficacy, safety and side effects and which has not yet received FDA approval. 
 
Licensed athletic trainer means a licensed athletic trainer employed by the school 
district pursuant to Chapter 375a of the Connecticut General Statutes. 
 
Medication means any medicinal preparation, both prescription and non-
prescription, including controlled drugs, as defined in Conn. Gen. Stat. Section 
21a-240.  This definition includes Aspirin, Ibuprofen or Aspirin substitutes 
containing Acetaminophen.   

 
Medication emergency means a life-threatening reaction of a student to a 
medication. 

 
 Medication plan means a documented plan established by the school nurse in 

conjunction with the parent and student regarding the administration of 
medication in school.  Such plan may be a stand-alone plan, part of an 
individualized health care plan, an emergency care plan or a medication 
administration form. 

 
Medication order means the authorization by an authorized prescriber for the 
administration of medication to a student which shall include the name of the 
student, the name and generic name of the medication, the dosage of the 
medication, the route of administration, the time of administration, the frequency 
of administration, the indications for medication, any potential side effects 
including overdose or missed dose of the medication, the start and termination 
dates not to exceed a 12-month period, and the written signature of the prescriber. 

 
Nurse means an advanced practice registered nurse, a registered nurse or a 
practical nurse licensed in Connecticut in accordance with Chapter 378, Conn. 
Gen. Stat. 
 
Occupational therapist means an occupational therapist employed full time by the 
Board and licensed in Connecticut pursuant to Chapter 376a of the Connecticut 
General Statutes. 
 
Optometrist means an optometrist licensed to provide optometry pursuant to 
Chapter 380 of the Connecticut General Statutes. 
 
Paraeducator means a health care aide or assistant or an instructional aide or 
assistant employed by the Board who meets the requirements of the Board for 
employment as a health care aide or assistant or instructional aide or assistant. 
 
Physical therapist means a physical therapist employed full time by the Board and 
licensed in Connecticut pursuant to Chapter 376 of the Connecticut General 
Statutes. 
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Physician means a doctor of medicine or osteopathy licensed to practice medicine 
in Connecticut pursuant to Chapter 370 of the Connecticut General Statutes, or 
licensed to practice medicine in another state. 
 
Podiatrist means an individual licensed to practice podiatry in Connecticut 
pursuant to Chapter 375 of the Connecticut General Statutes. 

 
Principal means the administrator in the school. 
 
Qualified school employee means a principal, teacher, licensed athletic trainer, 
licensed physical or occupational therapist employed by a school district, coach or 
paraeducator. 
 
Research or study medications means FDA-approved medications being 
administered according to an approved study protocol.  A copy of the study 
protocol shall be provided to the school nurse along with the name of the 
medication to be administered and the acceptable range of dose of such 
medication to be administered. 

 
School means any educational facility or program which is under the jurisdiction 
of the Board excluding extracurricular activities. 

 
School nurse means a nurse appointed in accordance with Conn. Gen. Stat. 
Section 10-212. 
 
School nurse supervisor means the nurse designated by the Board as the 
supervisor or, if no designation has been made by the Board, the lead or 
coordinating nurse assigned by the Board. 
 
School readiness program means a program that receives funds from the State 
Department of Education for a school readiness program pursuant to subsection 
(b) of Section 10-16p of the Connecticut General Statutes and exempt from 
licensure by the Office of Early Childhood pursuant to subdivision (1) of 
subsection (b) of Section 19a-77 of the Connecticut General Statutes. 

 
Self-administration of medication means the control of the medication by the 
student at all times and is self-managed by the student according to the individual 
medication plan. 

 
Teacher means a person employed full time by the Board who has met the 
minimum standards as established by the Board for performance as a teacher and 
has been approved by the school medical advisor and school nurse to be 
designated to administer medications pursuant to the Regulations of Connecticut 
State Agencies Sections 10-212a-1 through 10-212a-7. 

 
B. General Policies on Administration of Medications 
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(1) Except as provided below in Sections D and E, no medication, including 
non-prescription drugs, may be administered by any school personnel 
without: 

 
(a) the written medication order of an authorized prescriber;  
(b) the written authorization of the student's parent  

or guardian or eligible student; and 
(c)  the written permission of a parent for the exchange of information 

between the prescriber and the school nurse necessary to ensure 
safe administration of such medication. 

 
(2) Prescribed medications shall be administered to and taken by only the 

person for whom the prescription has been written. 
 

(3) Except as provided in Sections D and E, medications may be administered 
only by a licensed nurse or, in the absence of a licensed nurse, by: 

 
(a) a full-time principal, a full-time teacher, or a full-time licensed 

physical or occupational therapist employed by the school district 
who has been trained in the administration of medication in 
accordance with Section J of this policy.  A full-time principal, 
teacher, licensed physical or occupational therapist employed by 
the school district may administer oral, topical, intranasal or 
inhalant medications.  Such individuals may administer injectable 
medications only to a student with a medically diagnosed allergic 
condition that may require prompt treatment to protect the student 
against serious harm or death. 

 
(b) students with chronic medical conditions who are able to possess, 

self-administer, or possess and self-administer medication, 
provided all of the following conditions are met: 

 
(i) an authorized prescriber provides a written medication 

order, including the recommendation for possession, self-
administration, or possession and self-administration;   

 
(ii) there is a written authorization for possession, self-

administration, or possession and self-administration from 
the student's parent or guardian or eligible student;  

 
(iii) the school nurse has developed a plan for possession, self-

administration, or possession and self-administration, and 
general supervision, and has documented the plan in the 
student’s cumulative health record; 

 
(iv) the school nurse has assessed the student’s competency for 

self-administration and deemed it safe and appropriate, 
including that the student: is capable of identifying and 
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selecting the appropriate medication by size, color, amount 
or other label identification; knows the frequency and time 
of day for which the medication is ordered; can identify the 
presenting symptoms that require medication; administers 
the medication appropriately; maintains safe control of the 
medication at all times; seeks adult supervision whenever 
warranted; and cooperates with the established medication 
plan; 

 
(v) the principal, appropriate teachers, coaches and other 

appropriate school personnel are informed the student is 
possessing, self-administering, or possessing and self-
administering prescribed medication;  

 
(vi) such medication is transported to school and maintained 

under the student's control in accordance with this policy; 
and 

 
(vii) controlled drugs, as defined in this policy, may not be 

possessed or self-administered by students, except in 
extraordinary situations, such as international field trips, 
with approval of the school nurse supervisor and the school 
medical advisor in advance and development of an 
appropriate plan. 

 
(c) a student diagnosed with asthma who is able to self-administer 

medication shall be permitted to retain possession of an asthmatic 
inhaler at all times while attending school, in order to provide for 
prompt treatment to protect such student against serious harm or 
death, provided all of the following conditions are met: 

 
(i) an authorized prescriber provides a written order requiring 

the possession of an inhaler by the student at all times in 
order to provide for prompt treatment in order to protect the 
student against serious harm or death and authorizing the 
student’s self-administration of medication, and such 
written order is provided to the school nurse;   

 
(ii) there is a written authorization from the student's parent or 

guardian regarding the possession of an inhaler by the 
student at all times in order to protect the student against 
serious harm or death and authorizing the student’s self-
administration of medication, and such written 
authorization is provided to the school nurse; 

 
(iii) the conditions set forth in subsection (b) above have been 

met, except that the school nurse’s review of a student’s 
competency to self-administer an inhaler for asthma in the 
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school setting shall not be used to prevent a student from 
retaining and self-administering an inhaler for asthma.  
Students may self-administer medication with only the 
written authorization of an authorized prescriber and 
written authorization from the student’s parent or guardian 
or eligible student; and 

 
(iv) the conditions for self-administration meet any regulations 

as may be imposed by the State Board of Education in 
consultation with the Commissioner of Public Health. 

 
(d) a student diagnosed with an allergic condition who is able to self-

administer medication shall be permitted to retain possession of  
such medication, including, but not limited to, medication 
administered with a cartridge injector, at all times while attending 
school, in order to provide for prompt treatment to protect such 
student against serious harm or death, provided all of the following 
conditions are met: 

 
(i) an authorized prescriber provides a written order requiring 

the possession of a cartridge injectorsuch medication by the 
student at all times in order to provide for prompt treatment 
in order to protect the student against serious harm or death 
and authorizing the student’s possession, self-
administration, or possession and self-administration of 
medication, and such written order is provided to the school 
nurse;   

 
(ii) there is a written authorization from the student’s parent or 

guardian regarding the possession of a cartridge 
injectorsuch medication by the student at all times in order 
to protect the student against serious harm or death and 
authorizing the student’s possession, self-administration, or 
possession and self-administration of medication, and such 
written authorization is provided to the school nurse; 

 
(iii) the conditions set forth in subsection (b) above have been 

met, except that the school nurse’s review of a student’s 
competency to self-administer cartridge injectorssuch 
medication for medically-diagnosed allergies in the school 
setting shall not be used to prevent a student from retaining 
and self-administering a cartridge injectorsuch medication 
for medically-diagnosed allergies.  Students may self-
administer medication with only the written authorization 
of an authorized prescriber and written authorization from 
the student’s parent or guardian or eligible student; and 
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(iv) the conditions for self-administration meet any regulations 
as may be imposed by the State Board of Education in 
consultation with the Commissioner of Public Health. 

 
(e) a student with a medically diagnosed life-threatening allergic 

condition may possess, self-administer, or possess and self-
administer medication, including but not limited to medication 
administered with a cartridge injector, to protect the student against 
serious harm or death, provided the following conditions are met: 

 
(i) the parent or guardian of the student has provided written 

authorization for the student to possess, self-administer, or 
possess and self-administer such medication; and 

 
(ii) a qualified medical professional has provided a written 

order for the possession, self-administration, or possession 
and self-administration.  

 
(f) a coach of intramural or interscholastic athletic events or licensed 

athletic trainer who has been trained in the administration of 
medication in accordance with Section J of this policy, during 
intramural or interscholastic athletic events, may administer 
inhalant medications prescribed to treat respiratory conditions 
and/or medication administered with a cartridge injector for 
students with medically diagnosed allergic conditions which may 
require prompt treatment to protect the student against serious 
harm or death, including medication administered with a cartridge 
injector, provided all of the following conditions are met: 

 
(i) the school nurse has determined that a self-administration 

plan is not viable; 
 
(ii) the school nurse has provided to the coach a copy of the 

authorized prescriber’s order and parental permission form; 
 
(iii) the parent/guardian has provided the coach or licensed 

athletic trainer with the medication in accordance with 
Section K of this policy, and such medication is separate 
from the medication stored in the school health office for 
use during the school day; and 

 
(iv) the coach or licensed athletic trainer agrees to the 

administration of emergency medication and implements 
the emergency care plan, identified in Section H of this 
policy, when appropriate. 

 
(g) an identified paraeducator who has been trained in the 

administration of medication in accordance with Section J of this 
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policy, provided medication is administered only to a specific 
student in order to protect that student from harm or death due to a 
medically diagnosed allergic condition, and the following 
additional conditions are met: 
 
(i) there is written authorization from the student's 

parents/guardian to administer the medication in school;  
 

(ii) medication is administered pursuant to the written order of 
(A) a physician licensed under chapter 370 of the 
Connecticut General Statutes, (B) an optometrist licensed 
to practice optometry under chapter 380 of the Connecticut 
General Statutes, (C) an advanced practice registered nurse 
licensed to prescribe in accordance with section 20-94a of 
the Connecticut General Statutes, or (D) a physician 
assistant licensed to prescribe in accordance with section 
20-12d of the Connecticut General Statutes; 

 
(iii) medication is administered only with approval by the 

school nurse and school medical advisor, if any, in 
conjunction with the school nurse supervisor and under the 
supervision of the school nurse; 

 
(iv) the medication to be administered is limited to medications 

necessary for prompt treatment of an allergic reaction, 
including, but not limited to, a cartridge injector; and  

 
(v) the paraeducator shall have received proper training and 

supervision from the school nurse in accordance with this 
policy and state regulations. 

 
(h) a principal, teacher, licensed athletic trainer, licensed physical or 

occupational therapist employed by the Board, coach or 
paraeducator, provided medication is antiepileptic medication, 
including by rectal syringe, administered only to a specific student 
with a medically diagnosed epileptic condition that requires 
prompt treatment in accordance with the student’s individual 
seizure action plan, and the following additional conditions are 
met: 

 
(i) there is written authorization from the student’s 

parents/guardians to administer the medication; 
 
(ii) a written order for such administration has been received 

from the student’s physician licensed under Chapter 370 of 
the Connecticut General Statutes; 
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(iii) the principal, teacher, licensed athletic trainer, licensed 
physical or occupational therapist employed by the Board, 
coach or paraeducator is selected by the school nurse and 
school medical advisor, if any, and voluntarily agrees to 
administer the medication; 

 
(iv) the principal, teacher, licensed athletic trainer, licensed 

physical or occupational therapist employed by the Board, 
coach or paraeducator annually completes the training 
program established by the Connecticut State Department 
of Education and the Association of School Nurses of 
Connecticut as required by Connecticut General Statutes § 
10-212a, and the school nurse and medical advisor, if any, 
have attested, in writing, that such training has been 
completed; and 

 
(v) the principal, teacher, licensed athletic trainer, licensed 

physical or occupational therapist employed by the Board, 
coach or paraeducator receives monthly reviews by the 
school nurse to confirm competency to administer 
antiepileptic medication. 

 
(i) a director of a school readiness program or a before or after school 

program, or the director’s designee, provided that the medication is 
administered: 

 
 (i) only to a student enrolled in such program; and 
 
 (ii) in accordance with Section L of this policy. 
 
(j) a licensed practical nurse, after the school nurse has established the 

medication plan, provided that the licensed practical nurse may not 
train or delegate the administration of medication to another 
individual, and provided that the licensed practical nurse can 
demonstrate one of the following: 

 
(i) training in administration of medications as part of their 

basic nursing program; 
 
(ii) successful completion of a pharmacology course and 

subsequent supervised experience; or 
 
(iii) supervised experience in the administration of medication 

while employed in a health care facility. 
 

(4) Medications may also be administered by a parent or guardian to the 
parent or guardian’s own child on school grounds. 
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(5) Investigational drugs or research or study medications may be 
administered only by a licensed nurse.  For FDA-approved medications 
being administered according to a study protocol, a copy of the study 
protocol shall be provided to the school nurse along with the name of the 
medication to be administered and the acceptable range of dose of such 
medication to be administered. 

C. Diabetic Students 
 
 (1) The Board permits blood glucose testing by students who have a written 

order from a physician or an advanced practice registered nurse stating the 
need and capability of such student to conduct self-testing, or the use of 
continuous blood glucose monitors (CGM) by students diagnosed with 
Type 1 diabetes, who have a written order from a physician or an 
advanced practice registered nurse. 

 
(2) The Board will not restrict the time or location of blood glucose testing by 

a student with diabetes on school grounds who has written authorization 
from a parent or guardian and a written order from a physician or an 
advanced practice registered nurse stating that such student is capable of 
conducting self-testing on school grounds. 

 
(3) The Board will not require a student using a continuous glucose monitor 

approved by the Food and Drug Administration for use without finger 
stick verification to undergo finger stick verification of blood glucose 
readings from a continuous glucose monitor on a routine basis.  Finger 
stick testing of a student using a continuous glucose monitor so approved 
by the Food and Drug Administration shall only be conducted: (1) as 
ordered by the student’s physician or advanced practice provider; (2) if it 
appears that the continuous glucose monitor is malfunctioning; or (3) in an 
urgent medical situation. 

 
(4) The Board shall purchase or use existing equipment owned by the Board 

to monitor blood glucose alerts transmitted from continuous glucose 
monitors of students with Type 1 diabetes to dedicated receivers, 
smartphone/tablet applications, or other appropriate technology on such 
equipment. 

 
(5) In the absence or unavailability of the school nurse, select school 

employees may administer medication with injectable equipment used to 
administer glucagon to a student with diabetes that may require prompt 
treatment in order to protect the student against serious harm or death, 
under the following conditions: 

 
(a) The student’s parent or guardian has provided written 

authorization; 
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(b) A written order for such administration has been received from the 
student’s physician licensed under Chapter 370 of the Connecticut 
General Statutes; 

 
(c) The school employee is selected by either the school nurse or 

principal and is a principal, teacher, licensed athletic trainer, 
licensed physical or occupational therapist employed by a school 
district, coach or paraeducator; 

 
(d) The school nurse shall provide general supervision to the selected 

school employee; 
 
(e) The selected school employee annually completes any training 

required by the school nurse and school medical advisor in the 
administration of medication with injectable equipment used to 
administer glucagon; 

 
(f) The school nurse and school medical advisor have attested in 

writing that the selected school employee completed the required 
training; and 

 
(g) The selected school employee voluntarily agrees to serve as one 

who may administer medication with injectable equipment used to 
administer glucagon to a student with diabetes that may require 
prompt treatment in order to protect the student against serious 
harm or death. 

 
D. Epinephrine for Purposes of Emergency First Aid Without Prior Authorization 
 

(1) For purposes of this Section D, “regular school hours” means the posted 
hours during which students are required to be in attendance at the 
individual school on any given day. 

 
(2) The school nurse shall maintain epinephrine in cartridge injectors for the 

purpose of emergency first aid to students who experience allergic 
reactions and do not have prior written authorization of a parent or 
guardian or a prior written order of a qualified medical professional for the 
administration of epinephrine. 

 
(a) The school nurse, in consultation with the school nurse supervisor, 

shall determine the supply of epinephrine in cartridge injectors that 
shall be available in the individual school.  

 
(b) In determining the appropriate supply of epinephrine in cartridge 

injectors, the nurse may consider, among other things, the number 
of students regularly in the school building during the regular 
school day and the size of the physical building. 
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(3) The school nurse or school principal shall select principal(s), teacher(s), 
licensed athletic trainer(s), licensed physical or occupational therapist(s) 
employed by the Board, coach(es) and/or paraeducator(s) to maintain and 
administer the epinephrine in cartridge injectors for the purpose of 
emergency first aid as described in Paragraph (2) above, in the absence of 
the school nurse.   

 
(a) More than one individual must be selected by the school nurse or 

school principal for such maintenance and administration in the 
absence of the school nurse. 

 
(b) The selected personnel, before conducting such administration, 

must annually complete the training made available by the 
Department of Education for the administration of epinephrine in 
cartridge injectors for the purpose of emergency first aid, as 
described in Connecticut General Statutes § 10-212g. 

 
(c) The selected personnel must voluntarily agree to complete the 

training and administer epinephrine in cartridge injectors for the 
purpose of emergency first aid. 

 
(4) Either the school nurse or, in the absence of the school nurse, at least one 

of the selected and trained personnel as described in Paragraph (3) above 
shall be on the grounds of each school during regular school hours. 

 
(a) The school principal, in consultation with the school nurse 

supervisor, shall determine the level of nursing services and 
number of selected and trained personnel necessary to ensure that a 
nurse or selected and trained personnel is present on the grounds of 
each school during regular school hours. 

 
(b) If the school nurse, or a substitute school nurse, is absent or must 

leave school grounds during regular school hours, the school nurse, 
school administrator or designee shall use an effective and 
reasonable means of communication to notify one or more 
qualified school employees and other staff in the school that the 
selected and trained personnel identified in Paragraph (3) above 
shall be responsible for the emergency administration of 
epinephrine. 

 
(5) The administration of epinephrine pursuant to this section must be done 

in accordance with this policy, including but not limited to the 
requirements for documentation and record keeping, errors in medication, 
emergency medical procedures, and the handling, storage and disposal of 
medication, and the Regulations adopted by the Department of 
Education. 
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(6) The parent or guardian of any student may submit, in writing, to the 
school nurse or school medical advisor, if any, that epinephrine shall not 
be administered to such student pursuant to this section.   

 
(a) The school nurse shall notify selected and trained personnel of the 

students whose parents or guardians have refused emergency 
administration of epinephrine. 

 
(b) The Board shall annually notify parents or guardians of the need to 

provide such written notice. 
 

(7) Following the emergency administration of epinephrine by selected and 
trained personnel as identified in this section: 

 
(a) Such emergency administration shall be reported immediately to: 
 

(i) The school nurse or school medical advisor, if any, by the 
personnel who administered the epinephrine; and 

 
(ii) The student’s parent or guardian, by the school nurse or 

personnel who administered the epinephrine. 
 

(b) A medication administration record shall be: 
 

(i) Submitted to the school nurse by the personnel who 
administered the epinephrine as soon as possible, but no 
later than the next school day; and 

 
(ii) filed in or summarized on the student’s cumulative health 

record, in accordance with the Document and Record 
Keeping section of this policy. 

 
E. Opioid Antagonists for Purposes of Emergency First Aid Without Prior 

Authorization  
 
(1) For purposes of this Section E, “regular school hours” means the posted 

hours during which students are required to be in attendance at the 
individual school on any given day.  “Regular school hours” does not 
include after-school events such as athletics or extracurricular activities 
that take place outside the posted hours. 
 

(2) For purposes of this section, an “opioid antagonist” means naloxone 
hydrochloride (e.g., Narcan) or any other similarly acting and equally safe 
drug that the FDA has approved for the treatment of a drug overdose. 

 
(3)  In accordance with Connecticut law and this policy, a school nurse may 

maintain opioid antagonists for the purpose of administering emergency 
first aid to students who experience a known or suspected opioid overdose 
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and do not have a prior written authorization of a parent or guardian or a 
prior written order of a qualified medical professional for the 
administration of such opioid antagonist.  
 
 (a) The school nurse, in consultation with the Board’s medical 

advisor, shall determine the supply of opioid antagonists that shall 
be maintained in the individual school.  

 
(b) In determining the appropriate supply of opioid antagonists, the 

nurse may consider, among other things, the number of students 
regularly in the school building during the regular school day and 
the size of the physical building. 

 
(c)  The school nurse shall be responsible for the safe storage of opioid 

antagonists maintained in a school and shall ensure any supply of 
opioid antagonists maintained is stored in a secure manner, in 
accordance with the manufacturer’s instructions, and in a location 
where it can be obtained in a timely manner if administration is 
necessary.     

 
(d) The school nurse shall be responsible for maintaining an inventory 

of opioid antagonists maintained in the school, tracking the date(s) 
of expiration of the supply of opioid antagonists maintained in a 
school, and, as appropriate, refreshing the supply of opioid 
antagonists maintained in the school.    

 
(4) The school nurse, in consultation with the Superintendent and the building 

principal, shall provide notice to parents and guardians of the Board’s 
policies and procedures regarding the emergency administration of opioid 
antagonists in the event of a known or suspected opioid overdose.   

 
(5) A school nurse shall be approved to administer opioid antagonists for the 

purpose of emergency first aid, as described in Paragraph (3) above, in the 
event of a known or suspected opioid overdose, in accordance with this 
policy and provided that such nurse has completed a training program in 
the distribution and administration of an opioid antagonist (1) developed 
by the State Department of Education, Department of Consumer 
Protection, and Department of Public Health, or (2) under a local 
agreement, entered into by the Board on July 1, 2022 or thereafter, with a 
prescriber or pharmacist for the administration of opioid antagonists for 
the purpose of emergency first aid, which training shall also address the 
Board’s opioid antagonist storage, handling, labeling, recalls, and record 
keeping. 

 
(6) The school nurse or school principal shall select principal(s), teacher(s), 

licensed athletic trainer(s), coach(es), paraeducator(s), and/or licensed 
physical or occupational therapist(s) employed by the Board to maintain 
and administer the opioid antagonists for the purpose of emergency first 
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aid as described in Paragraph (3) above, in the absence of the school 
nurse.   

 
(a) More than one individual must be selected by the school nurse or 

school principal for such maintenance and administration in the 
absence of the school nurse. 

 
(b) The selected personnel, before administering an opioid antagonist 

pursuant to this section, must complete a training program in the 
distribution and administration of an opioid antagonist (1) 
developed by the State Department of Education, Department of 
Consumer Protection, and Department of Public Health, or (2) 
under a local agreement, entered into by the Board on July 1, 2022 
or thereafter, with a prescriber or pharmacist for the administration 
of opioid antagonists for the purpose of emergency first aid, which 
training shall also address the Board’s opioid antagonist storage, 
handling, labeling, recalls, and record keeping. 

 
(c) All school personnel shall be notified of the identity of qualified 

school employees authorized to administer an opioid antagonist in 
the absence of the school nurse.  

 
(7) Either the school nurse or, in the absence of the school nurse, at least one 

of the selected and trained personnel as described in Paragraph (6) above, 
shall be on the grounds of each school during regular school hours. 

 
(a) The school principal, in consultation with the school nurse 

supervisor, shall determine the level of nursing services and 
number of selected and trained personnel necessary to ensure that a 
nurse or selected and trained personnel is present on the grounds of 
each school during regular school hours. 

 
(b) If the school nurse, or a substitute school nurse, is absent or must 

leave school grounds during regular school hours, the school nurse, 
school administrator or designee shall use an effective and 
reasonable means of communication to notify one or more 
qualified school employees and other staff in the school that the 
selected and trained personnel identified in Paragraph (6) above 
shall be responsible for the emergency administration of opioid 
antagonists. 

 
(c) If a Board employee becomes aware of a student experiencing a 

known or suspected opioid overdose on school grounds but outside 
of regular school hours and opioid antagonists and/or the school 
nurse or other qualified school employee is not available to 
administer opioid antagonists for the purpose of emergency first 
aid, the Board employee will call 9-1-1.  
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(8) The District may also maintain intranasally or orally administered opioid 

antagonists in a secure box, pursuant to an agreement with a prescriber or 
pharmacist that permits the District to install on the District’s premises a 
secure box.  For the purposes of this section, a “secure box” means a 
container that (A) is securely affixed in a public location, (B) can be 
accessed by individuals for public use, (C) is temperature controlled or 
stored in an environment with temperature controls, (D) is tamper-
resistant, (E) is equipped with an alarm capable of detecting and 
transmitting a signal when accessed by individuals, and (F) is equipped 
with an alarm capable of alerting first responders when accessed by 
individuals, unless equipping the container with such an alarm is 
commercially impracticable.  Such agreement shall address the 
environmental controls necessary to store such opioid antagonist, establish 
procedures for replenishment of such opioid antagonist, and establish a 
process for monitoring the expiration dates of such opioid antagonist and 
disposing of any expired opioid antagonist.  The secure box shall not 
contain an opioid antagonist in an amount greater than the amount 
necessary to serve the community in which it is installed. The secure box 
may also contain an automatic external defibrillator or other products used 
to treat a medical emergency. The District shall post signage disclosing the 
presence of such opioid antagonists  and  usage directions for such opioid 
antagonist, in the language or languages spoken in the community in 
which the secure box is installed. If the District is unable to maintain the 
secure box, or the supplies necessary to maintain the secure box are 
unavailable, the District shall remove such secure box, and all signs 
required under this policy concerning such secure box, as soon as 
practicable but in no event later than five days after the District discovers 
that it is unable to maintain such secure box or the supplies necessary to 
maintain such secure box. 

 
(9) The District may also maintain, pursuant to an agreement with a prescriber 

or pharmacist that permits the District to operate a vending machine for the 
distribution of intranasally administered opioid antagonists, a vending 
machine for such purposes. The vending machine shall either be kept at a 
location that maintains a temperature that is at all times consistent with the 
manufacturer’s package insert or has the ability to maintain an environment, 
independent of the external environment, that is appropriate for the opioid 
antagonist, in accordance with manufacturer’s package insert. The District 
shall display, clearly and conspicuously, on the outside of or adjacent to the 
vending machine or upon the distribution of the opioid antagonist:  

 
(a)     Information concerning the signs and symptoms of an overdose; 
 
(b)     Instructions for the use of the opioid antagonist;  

 
(c)    Information about the services that are offered in Connecticut to   treat 

opioid use disorder; and  
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(d)    an Internet web site address that contains, or a quick response (QR)    

  code that directs an individual to an Internet web site that contains,    
  information concerning the signs and symptoms of an overdose,  
  overdose response and instructions for the use of the opioid       
  antagonist. 

 
(10)  The administration and storage of opioid antagonists pursuant to this policy 

must be effected in accordance with this policy and procedures regarding 
the acquisition, maintenance, and administration established by the 
Superintendent in consultation with the Board’s medical advisor. 

 
(11) The parent or guardian of any student may submit, in writing, to the 

school nurse or school medical advisor, if any, that opioid antagonists 
shall not be administered to such student pursuant to this section.   

 
(a) The school nurse shall notify selected and trained personnel of the 

students whose parents or guardians have refused emergency 
administration of opioid antagonists. 

 
(b) The Board shall annually notify parents or guardians of the need to 

provide such written notice of refusal. 
  
     (12) Following the emergency administration of an opioid antagonist by a 

school nurse or selected and trained personnel as identified in this section: 
 

(a) Immediately following the emergency administration of an opioid 
antagonist by a school nurse or selected and trained personnel as 
identified in this section, the person administering the opioid 
antagonist must call 911. 

 
(b) Such emergency administration shall be reported immediately to: 
 

(i) The school nurse or school medical advisor, if any, by the 
personnel who administered the opioid antagonist; 

 
(ii) The Superintendent of Schools; and  
 
(iii)  The student’s parent or guardian. 

 
(c) A medication administration record shall be: 
 

(i) Created by the school nurse or submitted to the school 
nurse by the personnel who administered the opioid 
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antagonist, as soon as possible, but no later than the next 
school day; and 

 
(ii) filed in or summarized on the student’s cumulative health 

record, in accordance with Section F of this policy.  
 

(13) In the event that any provisions of this Section E conflict with regulations 
adopted by the Connecticut State Department of Education concerning the 
use, storage and administration of opioid antagonists in schools, the 
Department’s regulations shall control. 

 
F.  Documentation and Record Keeping 
 

(1) Each school or before or after school program and school readiness 
program where medications are administered shall maintain an individual 
medication administration record for each student who receives 
medication during school or program hours.  This record shall include the 
following information: 

 
(a) the name of the student; 
(b) the student’s state-assigned student identifier (SASID); 
(c) the name of the medication; 
(d) the dosage of the medication; 
(e) the route of the administration, 

(e.g., oral, topical, inhalant, etc.); 
(f) the frequency of administration; 
(g) the name of the authorized prescriber; 
(h) the dates for initiating and terminating the administration of 
 medication, including extended-year programs; 
(i) the quantity received at school and verification by the adult 
 delivering the medication of the quantity received; 
(j) the date the medication is to be reordered (if any); 
(k) any student allergies to food and/or medication(s); 
(l) the date and time of each administration or omission, including the 

reason for any omission; 
(m) the dose or amount of each medication administered; 
(n) the full written or electronic legal signature of the nurse or other 

authorized school personnel administering the medication; and 
(o) for controlled medications, a medication count which should be 

conducted and documented at least once a week and co-signed by 
the assigned nurse and a witness. 

 
(2) All records are either to be made in ink and shall not be altered, or 

recorded electronically in a record that cannot be altered. 
 

(3) Written orders of authorized prescribers, written authorizations of a parent 
or guardian, the written parental permission for the exchange of 
information by the prescriber and school nurse to ensure safe 
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administration of such medication, and the completed medication 
administration record for each student shall be filed in the student's 
cumulative health record or, for before or after school programs and 
school readiness programs, in the student’s program record. 

 
(4) Authorized prescribers may make verbal orders, including telephone 

orders, for a change in medication order.  Such verbal orders may be 
received only by a school nurse and must be followed by a written order, 
which may be faxed, and must be received within three (3) school days. 

 
(5) Medication administration records will be made available to the 

Department of Education for review until destroyed pursuant to Section 
11-8a and Section 10-212a(b) of the Connecticut General Statutes. 

 
(a) The completed medication administration record for non-

controlled medications may, at the discretion of the school district, 
be destroyed in accordance with Section M8 of the Connecticut 
Record Retention Schedules for Municipalities upon receipt of a 
signed approval form (RC-075) from the Office of the Public 
Records Administrator, so long as such record is superseded by a 
summary on the student health record. 

 
(b) The completed medication administration record for controlled 

medications shall be maintained in the same manner as the non-
controlled medications.  In addition, a separate medication 
administration record needs to be maintained in the school for 
three (3) years pursuant to Section 10-212a(b) of the Connecticut 
General Statutes. 

 
(6) Documentation of any administration of medication by a coach or licensed 

athletic trainer shall be completed on forms provided by the school and the 
following procedures shall be followed: 

 
(a) a medication administration record for each student shall be 

maintained in the athletic offices; 
 
(b) administration of a cartridge injector medication shall be reported 

to the school nurse at the earliest possible time, but no later than 
the next school day; 

 
(c) all instances of medication administration, except for the 

administration of cartridge injector medication, shall be reported to 
the school nurse at least monthly, or as frequently as required by 
the individual student plan; and 

 
(d) the administration of medication record must be submitted to the 

school nurse at the end of each sport season and filed in the 
student’s cumulative health record. 
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G. Errors in Medication Administration 
 

(1) Whenever any error in medication administration occurs, the following 
procedures shall apply: 

 
(a) the person making the error in medication administration shall 

immediately implement the medication emergency procedures in 
this policy if necessary; 

 
(b) the person making the error in medication administration shall in 

all cases immediately notify the school nurse, principal, school 
nurse supervisor, and authorized prescriber.  The person making 
the error, in conjunction with the principal, shall also immediately 
notify the parent or guardian, advising of the nature of the error 
and all steps taken or being taken to rectify the error, including 
contact with the authorized prescriber and/or any other medical 
action(s); and 

  
(c) the principal shall notify the Superintendent or the 

Superintendent's designee. 
 

(2) The school nurse, along with the person making the error, shall complete a 
report using the authorized medication error report form.  The report shall 
include any corrective action taken. 

 
(3) Any error in the administration of medication shall be documented in the 

student's cumulative health record or, for before or after school programs 
and school readiness programs, in the student’s program record. 

 
(4) These same procedures shall apply to coaches and licensed athletic 

trainers during intramural and interscholastic events, except that if the 
school nurse is not available, a report must be submitted by the coach or 
licensed athletic trainer to the school nurse the next school day. 

 
H. Medication Emergency Procedures 
 

(1) Whenever a student has a life-threatening reaction to administration of a 
medication, resolution of the reaction to protect the student's health and 
safety shall be the foremost priority.  The school nurse and the authorized 
prescriber shall be notified immediately, or as soon as possible in light of 
any emergency medical care that must be given to the student.   

 
(2) Emergency medical care to resolve a medication emergency includes but 

is not limited to the following, as appropriate under the circumstances: 
 

(a) use of the 911 emergency response system; 

23



(b) application by properly trained and/or certified personnel of 
appropriate emergency medical care techniques, such as cardio-
pulmonary resuscitation; 

(c) administration of emergency medication in accordance with this 
policy; 

(d) contact with a poison control center; and 
(e) transporting the student to the nearest available emergency medical 

care facility that is capable of responding to a medication 
emergency. 

 
(3) As soon as possible, in light of the circumstances, the principal shall be 

notified of the medication emergency.  The principal shall immediately 
thereafter contact the Superintendent or the Superintendent's designee, 
who shall thereafter notify the parent or guardian, advising of the 
existence and nature of the medication emergency and all steps taken or 
being taken to resolve the emergency and protect the health and safety of 
the student, including contact with the authorized prescriber and/or any 
other medical action(s) that are being or have been taken. 

 
I. Supervision 
 

(1) The school nurse is responsible for general supervision of administration 
of medications in the school(s) to which that nurse is assigned. 

 
(2) The school nurse's duty of general supervision includes, but is not limited 

to, the following: 
 

(a) availability on a regularly scheduled basis to: 
 

(i) review orders or changes in orders and communicate these 
to personnel designated to give medication for appropriate 
follow-up; 

 
(ii) set up a plan and schedule to ensure medications are given 

properly; 
 

(iii) provide training to licensed nursing personnel, full-time 
principals, full-time teachers, full-time licensed physical or 
occupational therapists employed by the school district, 
coaches of intramural and interscholastic athletics, licensed 
athletic trainers and identified paraeducators designated in 
accordance with Section B(3)(g), above, which training 
shall pertain to the administration of medications to 
students, and assess the competency of these individuals to 
administer medication; 

 
(iv) support and assist other licensed nursing personnel, full-

time principals, full-time teachers, full-time licensed 
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physical or occupational therapists employed by the school 
district, coaches of intramural and/or interscholastic 
athletics, licensed athletic trainers and identified 
paraeducators designated in accordance with Section 
B(3)(g), above, to prepare for and implement their 
responsibilities related to the administration of specific 
medications during school hours and during intramural and 
interscholastic athletics as provided by this policy;  

 
(v) provide appropriate follow-up to ensure the administration 

of medication plan results in desired student outcomes, 
including providing proper notification to appropriate 
employees or contractors regarding the contents of such 
medical plans; and 

 
(vi) provide consultation by telephone or other means of 

telecommunications, which consultation may be provided 
by an authorized prescriber or other nurse in the absence of 
the school nurse.   

 
  (b) In addition, the school nurse shall be responsible for:  
 

(i) implementing policies and procedures regarding the 
receipt, storage, and administration of medications; 

 
(ii) reviewing, on a periodic basis, all documentation pertaining 

to the administration of medications for students; 
 

(iii) performing observations of the competency of medication 
administration by full-time principals, full-time teachers, 
full-time licensed physical or occupational therapists 
employed by the school district, coaches of intramural 
and/or interscholastic athletics and licensed athletic trainers 
in accordance with Section B(3)(f), above, and identified 
paraeducators designated in accordance with Section 
B(3)(g), above, who have been newly trained to administer 
medications; and, 

 
(iv) conducting periodic reviews, as needed, with licensed 

nursing personnel, full-time principals, full-time teachers, 
full-time licensed physical or occupational therapists 
employed by the school district, coaches of intramural 
and/or interscholastic athletics and licensed athletic trainers 
in accordance with Section B(3)(f), above, and identified 
paraeducators designated in accordance with Section 
B(3)(g), above, regarding the needs of any student 
receiving medication. 
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J. Training of School Personnel 
 

(1) Full-time principals, full-time teachers, full-time licensed physical or 
occupational therapists employed by the school district, coaches of 
intramural and/or interscholastic athletics and licensed athletic trainers in 
accordance with Section B(3)(f), above, and identified paraeducators 
designated in accordance with Section B(3)(g), above, who are designated 
to administer medications shall at least annually receive training in their 
safe administration, and only trained full-time principals, full-time 
teachers, full-time licensed physical or occupational therapists employed 
by the school district, coaches of intramural and/or interscholastic athletics 
and licensed athletic trainers in accordance with Section B(3)(f), above, 
and identified paraeducators designated in accordance with Section 
B(3)(g), above, shall be allowed to administer medications. 

 
(2) Training for full-time principals, full-time teachers, full-time licensed 

physical or occupational therapists employed by the school district, 
coaches of intramural and/or interscholastic athletics and licensed athletic 
trainers in accordance with Section B(3)(f), above, and identified 
paraeducators designated in accordance with Section B(3)(g), above, shall 
include, but is not necessarily limited to, the following: 

 
(a) the general principles of safe administration of medication; 
 
(b) the procedures for administration of medications, including the 

safe handling and storage of medications, and the required record-
keeping; and 

 
(c) specific information related to each student’s medication plan, 

including the name and generic name of the medication, 
indications for medication dosage, routes, time and frequency of 
administration, therapeutic effects of the medication, potential side 
effects, overdose or missed doses of the medication, and when to 
implement emergency interventions. 

 
(3) The principal(s), teacher(s), licensed athletic trainer(s), licensed physical 

or occupational therapist(s) employed by the Board, coach(es) and/or 
school paraeducator(s) who administer epinephrine pursuant to Sections B 
and D above, shall annually complete the training program developed by 
the Departments of Education and Public Health and training in 
cardiopulmonary resuscitation and first aid, as described in Connecticut 
General Statutes § 10-212g. 
 
 

(4) The principal(s), teacher(s), licensed athletic trainer(s), licensed physical 
or occupational therapist(s), coach(es) and/or paraeducator(s) who 
administer opioid antagonists as emergency first aid, pursuant to Section E 
above, shall annually complete a training program in the distribution and 
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administration of an opioid antagonist (1) developed by the State 
Department of Education, Department of Consumer Protection, and 
Department of Public Health, or (2) under a local agreement, entered into 
by the Board on July 1, 2022 or thereafter, with a prescriber or pharmacist 
for the administration of opioid antagonists for the purpose of emergency 
first aid, which training shall also address the Board’s opioid antagonist 
storage, handling, labeling, recalls, and record keeping.] 
 

(5) The Board shall maintain documentation of medication administration 
training as follows: 

 
(a) dates of general and student-specific trainings; 
 
(b) content of the trainings; 
 
(c) individuals who have successfully completed general and student-

specific administration of medication training for the current 
school year; and 

 
(d) names and credentials of the nurse or school medical advisor, if 

any, trainer or trainers. 
 

(6) Licensed practical nurses may not condct training in the administration of 
medication to another individual.  

 
K. Handling, Storage and Disposal of Medications 
 

(1) All medications, except those approved for transporting by students for 
self-medication, those administered by coaches of intramural or 
interscholastic athletics or licensed athletic trainers in accordance with 
Section B(3)(f) above, and epinephrine  or naloxone to be used for 
emergency first aid in accordance with Sections D and E above, must be 
delivered by the parent, guardian, or other responsible adult to the nurse 
assigned to the student's school or, in the absence of such nurse, the school 
principal who has been trained in the appropriate administration of 
medication.  Medications administered by coaches of intramural or 
interscholastic athletics or licensed athletic trainers must be delivered by 
the parent or guardian directly to the coach or licensed athletic trainer in 
accordance with Section B(3)(f) above.   

 
(2) The nurse shall examine on-site any new medication, medication order 

and the required authorization to administer form, and, except for 
epinephrine and naloxone to be used as emergency first aid in accordance 
with Sections D and E above, shall develop a medication administration 
plan for the student before any medication is given to the student by any 
school personnel.  No medication shall be stored at a school without a 
current written order from an authorized prescriber. 
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(3) The school nurse shall review all medication refills with the medication 
order and parent authorization prior to the administration of medication, 
except for epinephrine and naloxone intended for emergency first aid in 
accordance with Sections D and E above. 

 
(4) Emergency Medications 
 

(a) Except as otherwise determined by a student’s emergency care 
plan, emergency medications shall be stored in an unlocked, 
clearly labeled and readily accessible cabinet or container in the 
health room during school hours under the general supervision of 
the school nurse or, in the absence of the school nurse, the 
principal or the principal’s designee who has been trained in the 
administration of medication. 

 
(b) Emergency medication shall be locked beyond the regular school 

day or program hours, except as otherwise determined by a 
student’s emergency care plan. 

 
(5) All medications, except those approved for keeping by students for self-

medication, shall be kept in a designated and locked location used 
exclusively for the storage of medication.  Controlled substances shall be 
stored separately from other drugs and substances in a separate, secure, 
substantially constructed, locked metal or wood cabinet. 

 
(6) Access to stored medications shall be limited to persons authorized to 

administer medications.  Each school or before or after school program 
and school readiness program shall maintain a current list of such 
authorized persons. 

 
(7) All medications, prescription and non-prescription, shall be delivered and 

stored in their original containers and in such a manner that renders them 
safe and effective. 

 
(8) At least two sets of keys for the medication containers or cabinets shall be 

maintained for each school building or before or after school program and 
school readiness program.  One set of keys shall be maintained under the 
direct control of the school nurse or nurses and an additional set shall be 
under the direct control of the principal and, if necessary, the program 
director or lead teacher who has been trained in the general principles of 
the administration of medication shall also have a set of keys. 

 
(9) Medications that must be refrigerated shall be stored in a refrigerator at no 

less than 36 degrees Fahrenheit and no more than 46 degrees Fahrenheit.  
The refrigerator must be located in the health office that is maintained for 
health services with limited access.  Non-controlled medications may be 
stored directly on the refrigerator shelf with no further protection needed.  
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Controlled medication shall be stored in a locked box that is affixed to the 
refrigerator shelf. 

 
(10) All unused, discontinued or obsolete medications shall be removed from 

storage areas and either returned to the parent or guardian or, if the 
medication cannot be returned to the parent or guardian, the medication 
shall be destroyed in collaboration with the school nurse: 

 
(a) non-controlled drugs shall be destroyed in the presence of at least 

one witness;   
 
(b) controlled drugs shall be destroyed in pursuant to Section 21a-262-

3 of the Regulations of Connecticut State Agencies; and 
 
(c) accidental destruction or loss of controlled drugs must be verified 

in the presence of a second person, including confirmation of the 
presence or absence of residue, and jointly documented on the 
student medication administration record and on a medication error 
form pursuant to Section 10-212a(b) of the Connecticut General 
Statutes.  If no residue is present, notification must be made to the 
Department of Consumer Protection pursuant to Section 21a-262-3 
of the Regulations of Connecticut State Agencies. 

 
(11) Medications to be administered by coaches of intramural or interscholastic 

athletic events or licensed athletic trainers shall be stored: 
 

(a) in containers for the exclusive use of holding medications; 
 
(b) in locations that preserve the integrity of the medication; 
 
(c) under the general supervision of the coach or licensed athletic 

trainer trained in the administration of medication;  and 
 
(d) in a locked secured cabinet when not under the general supervision 

of the coach or licensed athletic trainer during intramural or 
interscholastic athletic events. 

 
(12) In no event shall a school store more than a three (3) month supply of a 

medication for a student. 
 
L. School Readiness Programs and Before or After School Programs 
 

(1) As determined by the school medical advisor, if any, and school nurse 
supervisor, the following procedures shall apply to the administration of 
medication during school readiness programs and before or after school 
programs run by the Board, which are exempt from licensure by the Office 
of Early Childhood: 
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(a) Administration of medication at these programs shall be provided 
only when it is medically necessary for participants to access the 
program and maintain their health status while attending the 
program. 

 
(b) Except as provided by Sections D and E above, no medication 

shall be administered in these programs without: 
 

(i) the written order of an authorized prescriber; and 
 
(ii) the written authorization of a parent or guardian or an 

eligible student. 
 
(c) A school nurse shall provide consultation to the program director, 

lead teacher or school administrator who has been trained in the 
administration of medication regarding the safe administration of 
medication within these programs.  The school medical advisor 
and school nurse supervisor shall determine whether, based on the 
population of the school readiness program and/or before or after 
school program, additional nursing services are required for these 
programs. 

 
(d) Only school nurses, directors or directors’ designees, lead teachers 

or school administrators who have been properly trained may 
administer medications to students as delegated by the school 
nurse or other registered nurse.  Properly trained directors or 
directors’ designees, lead teachers or school administrators may 
administer oral, topical, intranasal or inhalant medications.  
Investigational drugs or research or study medications may not be 
administered in these programs. 

 
(e) Students attending these programs may be permitted to self-

medicate only in accordance with the provisions of Section B(3) of 
this policy.  In such a case, the school nurse must provide the 
program director, lead teacher or school administrator running the 
program with the medication order and parent permission for self-
administration. 

 
(f) In the absence of the school nurse during program administration, 

the program director, lead teacher or school administrator is 
responsible for decision-making regarding medication 
administration. 

 
(g) Cartridge injector medications may be administered by a director, 

lead teacher or school administrator only to a student with a 
medically-diagnosed allergic condition which may require prompt 
treatment to protect the student against serious harm or death. 
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(2) Local poison control center information shall be readily available at these 
programs. 

 
(3) Procedures for medication emergencies or medication errors, as outlined 

in this policy, must be followed, except that in the event of a medication 
error a report must be submitted by the program director, lead teacher or 
school administrator to the school nurse the next school day. 

 
(4) Training for directors or directors’ designees, lead teachers or school 

administrators in the administration of medication shall be provided in 
accordance with Section J of this policy. 

 
(5) All medications must be handled and stored in accordance with Section K 

of this policy.   Where possible, a separate supply of medication shall be 
stored at the site of the before or after or school readiness program.  In the 
event that it is not possible for the parent or guardian to provide a separate 
supply of medication, then a plan shall be in place to ensure the timely 
transfer of the medication from the school to the program and back on a 
daily basis. 

 
(6) Documentation of any administration of medication shall be completed on 

forms provided by the school and the following procedures shall be 
followed: 

 
(a) a medication administration record for each student shall be 

maintained by the program; 
 
(b) administration of a cartridge injector medication shall be reported 

to the school nurse at the earliest possible time, but no later than 
the next school day; 

 
(c) all instances of medication administration, except for the 

administration of cartridge injector medication, shall be reported to 
the school nurse at least monthly, or as frequently as required by 
the individual student plan; and 

 
(d) the administration of medication record must be submitted to the 

school nurse at the end of each school year and filed in the 
student’s cumulative health record. 

 
(7) The procedures for the administration of medication at school readiness 

programs and before or after school programs shall be reviewed annually 
by the school medical advisor, if any, and school nurse supervisor. 

 
M. Review and Revision of Policy 
 
 In accordance with the provisions of Conn. Gen. Stat. Section 10-212a(a)(2) and 
Section 10-212a-2 of the Regulations of Connecticut State Agencies, the Board shall 
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review this policy periodically, and at least biennially, with the advice and approval of 
the school medical advisor, if any, or other qualified licensed physician, and the school 
nurse supervisor.  Any proposed revisions to the policy must be made with the advice and 
approval of the school medical advisor, school nurse supervisor or other qualified 
licensed physician.   
 
 
Legal References: 
 
Connecticut General Statutes: 
 Public Act No. 24-9325-143, “An Act Concerning Various and Assorted Revisions 

to the Education Statutes.”Implementing the Recommendations of the Office of 
Early Childhood, Department of Education and the Technical Education and 
Career System and Concerning the Administration of Epinephrine and 
Glucagon.”  

 Section 10-206 
 Section 10-212 
 Section 10-212a 
 Section 10-212c 
 Section 10-212g 
 Section 10-220j 
 Section 14-276b 
 Section 19a-900 
 Section 21a-240 
 Section 21a-286 
 Section 52-557b 
 
Regulations of Conn. State Agencies: 
 Sections 10-212a-1 through 10-212a-10, inclusive 
 
Memorandum of Decision, In Re:  Declaratory Ruling/Delegation by Licensed Nurses to 

Unlicensed Assistive Personnel, Connecticut State Board of Examiners for 
Nursing (April 5, 1995)  

 
Storage and Administration of Opioid Antagonists in Schools: Guidelines for Local and 

Regional Boards of Education, Connecticut State Department of Education 
(October 1, 2022) 

 
 
Approved:  February 18, 2025           NEW MILFORD PUBLIC SCHOOLS 
Revised:               New Milford, Connecticut 
 
 
8/13/20249/5/2025
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NEW MILFORD PUBLIC SCHOOLS 
REFUSAL TO PERMIT ADMINISTRATION  

OF EPINEPHRINE FOR EMERGENCY FIRST AID 
 

Name of Student:_______________________ Date of Birth:_________________________ 
 
Address of Student: 
______________________________________________________________________ 
 
Name of Parent(s):_____________________________________________________________________ 
 
Address of Parent(s):___________________________________________________________________ 
(if different from child)  

Connecticut law requires the school nurse and other qualified school personnel in all public schools to 
maintain epinephrine in cartridge injectors (EpiPens)  for the purpose of administering emergency first aid 
to students who experience allergic reactions and do not have a prior written authorization of a parent or 
guardian or a prior written order of a qualified medical professional for the administration of epinephrine. 
State law permits the parent or guardian of a student to submit a written directive to the school nurse or 
school medical advisor that epinephrine shall not be administered to such student in emergency 
situations.  This form is provided for those parents who refuse to have epinephrine administered to 
their child.  The refusal is valid for only for the 20__-20__ school year.   
 
I, ________________________________, the parent/guardian of ___________________________,  
 Print name of parent/guardian     Print name of student 
refuse to permit the administration of epinephrine to the above named student for purposes of emergency 
first aid in the case of an allergic reaction. 
 
_______________________________________________  __________________________ 
Signature of Parent/Guardian      Date 
 
 
Please return the completed original form to your child’s school nurse or school medical advisor, 
______________________ [Insert name of medical advisor] at 
_____________________________________________________________ [Insert address of medical 
advisor]. 
 
9/27/20239/5/2025 
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NEW MILFORD PUBLIC SCHOOLS 
REFUSAL TO PERMIT ADMINISTRATION  

OF OPIOID ANTAGONISTS FOR EMERGENCY FIRST AID 
 

Name of Student:_______________________ Date of Birth:_________________________ 
 
Address of Student: 
______________________________________________________________________ 
 
Name of Parent(s):_____________________________________________________________________ 
 
Address of Parent(s):___________________________________________________________________ 
(if different from child)  

Connecticut law authorizes the school nurse and other qualified school personnel in all public schools to 
maintain opioid antagonists (Narcan) for the purpose of administering emergency first aid to students who 
experience an opioid-related drug overdose and do not have a prior written authorization of a parent or 
guardian or a prior written order of a qualified medical professional for the administration of opioid 
antagonists. State law permits the parent or guardian of a student to submit a written directive to the 
school nurse or school medical advisor that opioid antagonists shall not be administered to such student 
in emergency situations.  This form is provided for those parents who refuse to have opioid 
antagonists administered to their child.  The refusal is valid for only for the 20__-20__ school year. 
 
I, ________________________________, the parent/guardian of ___________________________,  
 Print name of parent/guardian     Print name of student 
refuse to permit the administration of opioid antagonists to the above named student for purposes of 
emergency first aid in the case of an opioid-related drug overdose. 
 
_______________________________________________  __________________________ 
Signature of Parent/Guardian      Date 
 
 
Please return the completed original form to your child’s school nurse or school medical advisor, 
______________________ [Insert name of medical advisor] at 
_____________________________________________________________ [Insert address of medical 
advisor]. 
 
9/27/2023 
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Note: Section 321 of Public Act 25-168 requires boards of education to adopt three policies 
related to school libraries: (1) a library collection development and maintenance policy; (2) 
a library display and program policy; and (3) a library material review and 
reconsideration policy governing school library materials, displays, and programming. 
These policies must be created in consultation with the superintendent of schools, the 
director of curriculum, and a school librarian and reviewed and updated, as necessary, 
every five years. The policies must include a number of provisions outlined in the statute 
and ensure, among other things, that all library materials are evaluated and made 
accessible in accordance with state non-discrimination laws. This is a new, comprehensive 
policy that encompasses the new statutory requirements in all three areas. 
 
 
Series 6000                       6156 
Instruction 
 

POLICY REGARDING LIBRARY COLLECTION DEVELOPMENT AND 
MAINTENANCE, LIBRARY DISPLAYS AND PROGRAMS, AND  

LIBRARY MATERIAL REVIEW AND RECONSIDERATION 
 

The New Milford Board of Education (the “Board”), having consulted with the 
Superintendent of Schools for the New Milford Public Schools (the “District”), the District’s 
director of curriculum or a person in an equivalent position, and a librarian employed by the 
Board, adopts this Policy Regarding Library Collection Development and Maintenance, Library 
Displays and Programs, and Library Material Review and Reconsideration in accordance with 
Connecticut law.  

 
It is the policy of the Board to ensure that all District library materials maintained by the 

District are evaluated and made accessible in accordance with the protections against 
discrimination set forth in Connecticut law, including, but not limited to, discrimination based on 
race, color, sex, gender identity, religion, national origin, sexual orientation, or disability.  
 

Any school library media specialist or school library staff member who, in good faith, 
implements this policy shall be immune from any liability, civil or criminal, that might otherwise 
be incurred or imposed and shall have the same immunity with respect to any judicial proceeding 
that results from such implementation. 
 

The Board shall review this policy, and update it as necessary, every five years. 
 

I. Definitions 

For the purposes of this policy: 
 

• “Individual with a vested interest” means any school staff member employed by 
the Board, the parent or guardian of a student currently enrolled in a school 
operated by the Board at the time a request for reconsideration is filed, and any 
student currently enrolled in a school operated by the Board at the time a request 
for reconsideration is filed. 
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• “Library and other educational material” means any material belonging to, on 
loan to or otherwise in the custody of a District school library media center, 
including, but not limited to, nonfiction and fiction books, magazines, reference  
books, supplementary titles, multimedia and digital material, software and other 
material not required as part of classroom instruction.  
 

• “Remove” means deliberately taking library material out of a library's collection. 
The term “remove” does not include the process of clearing such collection of any 
materials that are no longer useful. 

 
• “School library staff member” means a school library media specialist, school 

librarian, any certificated or noncertificated staff member whose assignment is in 
the school library, or any individual carrying out or assisting with the functions of 
a school library media specialist or school librarian. 

 
II. Library Collection Development and Maintenance 
 

The Board recognizes that library and other educational material should be provided for 
the interest, information, and enlightenment of all students and should represent a wide range of 
varied and diverging viewpoints in the collection as a whole.  
 

 The Board requires that students have access to age-appropriate and grade-level-
appropriate material and shall provide access to library and other educational material that is 
relevant to the research, independent reading interests, and educational needs of students based 
on a student’s age, development, or grade level. The Board also recognizes the importance of the 
school library media center as a place for voluntary inquiry, the dissemination of information and 
ideas, and the promotion of free expression and free access to ideas by students. 

 
The Board acknowledges that a school library media specialist is professionally trained to 

curate and develop a collection that provides students with access to the widest array of age-
appropriate and grade-level-appropriate library and other educational material.  
 

The Board directs the Superintendent to establish a procedure by which a certified school 
library specialist will continually review library and other educational material within a school 
library media center using professionally accepted standards, which shall include, but need not 
be limited to, the material’s relevance, the physical condition of the material, the availability of 
duplicates or copies of the material, the availability of more recent age-appropriate or grade-
level-appropriate material, and continued demand for the material (the “Library Review 
Procedure”). The Library Review Procedure is attached hereto as Appendix A. 
 
III. Library Displays and Programs 
 

The Board recognizes that displays should be provided for the interest, information and 
enlightenment of all students; represent a wide range of varied and diverging viewpoints; require 
student access to age-appropriate and grade-level-appropriate content; and provide access to 
content that is relevant to the research, independent interests, and educational needs of students.  

 
The Board further recognizes the importance of library displays and student programs as 

resources for voluntary inquiry and the dissemination of information and ideas and to promote 
free expression and free access to ideas by students. 
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The Board acknowledges that a school library media specialist is professionally trained to 

curate and develop displays and programs that provide students with access to the widest array of 
age-appropriate and grade-level-appropriate library and other educational material.  

 
 

IV. Library Material Review and Reconsideration 
 
The purpose of this policy section regarding library material review and reconsideration 

is to establish a process for individuals with a vested interest to challenge any District library and 
other educational material, display, or student program, as well as a process for the District to 
respond to any such challenges and related parameters. 
 

A. Standards for Reviewing Challenges to Library and Other Educational Material, 
Display, or Student Program 

 
1. All library materials shall be evaluated and made accessible in accordance with the 

protections against discrimination set forth in Connecticut law, including, but not limited 
to, discrimination based on race, color, sex, gender identity, religion, national origin, 
sexual orientation, or disability. 
 

2. Library and other educational material, displays, and student programs shall only be 
excluded for legitimate pedagogical purposes or for professionally accepted standards of 
collection maintenance practices, as adopted in this policy and/or any accompanying 
procedure for the continual review of library and educational material within a school 
library. 
 

3. No library and other educational material, display, or program shall be removed from 
library media centers, or programs be cancelled, because of the origin, background or 
viewpoints expressed in such material, display, or program, or because of the origin, 
background, or viewpoints of the creator of such material, display, or program. 
 

4. The removal, exclusion, or censoring of any book on the sole basis that a person with a 
vested interest finds such book offensive is prohibited. 
 

5. Any process for an individual with a vested interest to challenge any library and other 
educational material, display, or student program shall neither favor nor disfavor any 
group based on protected characteristics. 

 
B. Process for Challenging Library and Other Educational Material, Display,  

or Student Program 
 

The Board establishes the following process for individuals with a vested interest to 
challenge any library and other educational material, display, or student program, as well as a 
process for the District to respond to any such challenges: 
 

1. An individual with a vested interest may submit a Request for Reconsideration of Library 
Material Form (the “Request Form”) to the principal of the school in which the library 
and other educational material, display, or student program is being challenged to initiate 
a review of such material. The Request Form is attached hereto as Appendix B.  
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Using the Request Form, an individual shall specify which portion or portions of such 
material the individual objects to and provide an explanation of the reasons for such 
objection. The individual submitting the Request Form must include the individual’s full 
legal name, address, and telephone number.  If the individual who has submitted a 
Request Form is a parent or guardian, consideration of requests to reconsider and remove 
material, displays, or student programs shall be limited to the parents and guardians of 
students and eligible students currently enrolled in the school or District. 
 

2. Upon receipt, the principal or the principal’s designee shall promptly forward the Request 
Form to the Superintendent or Superintendent’s designee.  
 

3. The administration may consolidate any requests for review and reconsideration of the 
same challenged library and other educational material. 
 

4. For each challenged library and other educational material, the Superintendent, or the 
Superintendent’s designee, shall appoint a Review Committee consisting of: 

a. the Superintendent, or the Superintendent’s designee;  
b. the principal of the school in which the library and other educational material is 

being challenged, or the principal’s designee;  
c. the director of curriculum, or a person in an equivalent position, employed by the 

Board;  
d. a representative from the Board; 
e. at least one grade-level-appropriate teacher familiar with the library material, 

provided the teacher selected is not the individual who submitted the Request 
Form;  

f. a parent or guardian of a student age thirteen years or younger enrolled in the 
District, provided the parent or guardian selected is not the individual who 
submitted the Request Form;  

g. a parent or guardian of a student age fourteen years or older enrolled in the 
District, provided the parent or guardian selected is not the individual who 
submitted the Request Form; and  

h. a certified school librarian employed by the Board or employed by another board 
of education in the state. 

 
In cases where the request is submitted by a student enrolled in grades nine through 
twelve, and when appropriate and at the discretion of the Superintendent, a student 
enrolled in grades nine through twelve may serve on the Review Committee, provided the 
student selected is not the individual who submitted the Request for Reconsideration and 
the Superintendent consults with the principal of the school involved in such 
reconsideration request prior to making the determination whether to include the student 
on the Review Committee. 
 

5. Any library and other educational material being challenged shall remain available in the 
school library media center according to such material’s catalog record and be available 
for a student to reserve, check out, or access until a final decision is made by the Review 
Committee. 

 
6. The Review Committee must evaluate the Request Form; read the challenged material in 

its entirety; evaluate the challenged material against this policy; and make a written 
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decision on whether or not to remove the challenged material not later than sixty (60) 
school days from the date the Request Form was received by the principal or the 
principal’s designee. The Review Committee shall provide a copy of the committee’s 
decision and report to the individual with a vested interest who submitted the Request 
Form and to the principal of the school. 
 

7. The individual with a vested interest who submitted the Request Form may appeal the 
Review Committee’s decision to the Board. The Board shall determine whether the 
reconsideration process was followed and publish its decision on the Internet web site of 
the District. 
 

8. Once a decision has been made by the Review Committee on any library and other 
educational material, such material cannot be subject to a new request for review and 
reconsideration for a period of three (3) years.  

 
Legal References: 
 
 Conn. Gen. Stat. § 10-15c 
 

Public Act No. 25-168, “An Act Concerning the State Budget for the Biennium Ending 
June 30, 2027, and Making Appropriations Therefor, and Provisions Related to 
Revenue and Other Items Implementing the State Budget.” 

 
 
Approved:            NEW MILFORD PUBLIC SCHOOLS 
Revised:            New Milford, Connecticut 
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APPENDIX A 

 
LIBRARY REVIEW PROCEDURE 

 
 

NOTE: Pursuant to Public Act 25-168, the Board must establish a procedure by which a 
certified school library specialist will continually review library and other educational 
material within a school library media center using professionally accepted standards, 
which shall include, but need not be limited to, the material’s relevance, the physical 
condition of the material, the availability of duplicates or copies of the material, the 
availability of more recent age-appropriate or grade-level-appropriate material, and 
continued demand for the material.  
 
In the attached Library Collection Development and Maintenance, Library Displays and 
Programs, and Library Material Review and Reconsideration Policy, the Board directs the 
Superintendent to establish this procedure. The procedure should be recorded in this 
Appendix A. 
 
 
Purpose 

 
The purpose of the Library Review Procedure is to ensure that all materials housed in the 

school library media center support the instructional program, meet the diverse needs of students, 
and remain current, relevant, and in appropriate physical condition. This procedure shall be 
implemented on an ongoing basis by a certified school library media specialist using 
professionally accepted standards. 
 
Responsibility 
 

The certified school library media specialist shall be responsible for conducting the 
continual review of all library and educational materials in the school library media center. The 
specialist may collaborate with instructional staff and administrators as appropriate but shall 
retain professional responsibility for collection review decisions. 
 
Review Cycle 

 
1.  The library collection shall be reviewed on a continual, cyclical basis throughout the  

 school year. 
 
2.  All materials shall be subject to periodic review, with priority given to: 

a. High-circulation materials 
b. Low- or non-circulating materials 
c. Materials in rapidly changing subject areas 
d. Materials showing signs of physical deterioration 

 
Evaluation Criteria 
 
Materials shall be evaluated using professionally accepted library collection standards, including 
but not limited to the following criteria: 
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1.  Relevance and Educational Value 
a.   Alignment with curriculum standards and instructional goals 

  b.   Appropriateness for the age and grade level of students served 
c.   Accuracy, objectivity, and quality of content 

 
2.  Physical Condition 

a.   Structural integrity (e.g., binding, pages, media functionality) 
  b.   Readability and usability 

c. Safety and cleanliness 
 

3.  Availability of Duplicates or Copies 
a. Number of existing copies relative to student demand 
b. Necessity of retaining multiple copies based on instructional use 

 
 4.  Currency of Information 

a. Availability of more recent, age-appropriate, or grade-level-appropriate materials 
b    Timeliness of content, particularly in subject areas where information changes  

   frequently 
 

 5.  Usage and Demand 
a. Circulation data and frequency of use 
b. Demonstrated or anticipated student and instructional demand 

 
Review Outcomes 
 
Based on the evaluation, materials may be: 

 
1.   Retained without action 
2.   Repaired or rebound 
3.   Replaced with updated or more appropriate materials 
4.   Reduced in number (duplicate copies) 
5.   Removed from the collection in accordance with established weeding practices 

 
Documentation 
 
The library specialist shall maintain records of review activities, including: 

 
1.  Criteria applied 
2.  Actions taken 
3.  Rationale for removal or replacement when applicable 
 

Professional Standards 
 
All review activities shall be conducted in accordance with: 

 
1.  Accepted school library and information science principles 
2.  District policies and procedures 
3.  Ethical and professional standards applicable to certified school library specialists 
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Transparency 
 
The Library Review Procedure shall be made available to administrators and, upon 

request, to other stakeholders to promote understanding of the professional process used to 
maintain a high-quality library collection. 
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APPENDIX B 

 
REQUEST FOR RECONSIDERATION OF LIBRARY MATERIAL 

 
This form may be used by an individual with a vested interest to challenge any library or other 
educational material, display, or student program in accordance with the Board’s Library 
Collection Development and Maintenance, Library Displays and Programs, and Library Material 
Review and Reconsideration policy. The form should be completed in its entirety and submitted 
to the principal of the school in which the library and other educational material is being 
challenged to initiate a review of such material.  
 
Full Legal Name of Person Submitting Request: 
______________________________________________________________________________ 
 
Please note that the process for challenging any library and other educational material, 
display, or student program is available only to the following “individuals with a vested 
interest” as defined in the Board’s Library Collection Development and Maintenance, Library 
Displays and Programs, and Library Material Review and Reconsideration policy:  

• any school staff member employed by the Board (“Staff Member”),  
• the parent or guardian of a student currently enrolled in a school operated by the 

Board at the time a request for reconsideration is filed (“Parent/Guardian”), and  
• any student currently enrolled in a school operated by the Board at the time a request 

for reconsideration is filed (“Student”). 
 
Referring to the definitions immediately above, please indicate your role by checking any or all 
of the following that apply. I am a: 
 

_____ Staff Member  _____ Parent/Guardian _____ Student 
 
Address: 
______________________________________________________________________________ 
 
Telephone Number: 
______________________________________________________________________________ 
 
Email Address: 
______________________________________________________________________________ 
 
I have read the Board’s Library Collection Development and Maintenance, Library Displays and 
Programs, and Library Material Review and Reconsideration Policy: (check one) 
 

  Yes  
  No 

 
 
I am requesting that the following library material(s), display(s), and/or student program(s) be 
reviewed: 
______________________________________________________________________________ 

43



 
I am requesting that this material be reviewed because I object to: (check one) 
 
 _____ The entire material 
 _____ A specific portion or portions of the material (identify portion(s) below) 
 ________________________________________________________________________ 
 ________________________________________________________________________ 
 ________________________________________________________________________ 
 
I provide the following explanation of the reasons for my objection(s) stated above 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
 
 
Signature: _________________________ Date: _________________________ 
 
 
Received by: 
 
 Name:  ____________________________________________ 
 School: ____________________________________________ 
 Date:  ____________________________________________ 
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Note: Last year, the law was revised to allow local boards of education to deposit up 
to 2% of unexpended funds from the prior fiscal year from the budgeted 
appropriation for education into a nonlapsing account. Public Act 25-93 now 
requires local boards of education to compile an annual report regarding this 
nonlapsing account and to submit the report to both the Connecticut State 
Department of Education (“CSDE”) and the exclusive bargaining representative for 
certified employees. In addition, within 30 days after adopting the board’s budget, 
each local board of education must notify the exclusive bargaining representative 
for certified employees of (1) the establishment of such an account, or (2) the 
board’s intended uses for any funds in the account during the next fiscal year.   
This policy has been revised to reflect these new requirements.  
 

 
Series 3000          3160 
Business 
 

 
BOARD BUDGET PROCEDURES AND LINE ITEM TRANSFERS 

 
 In accordance with Conn. Gen. Stat. § 10-222, the Board of Education (the 
“Board”) shall prepare an itemized estimate of its budget each year for submission to the 
fiscal authority (i.e., Board of Finance, Town Council, or other appropriating municipal 
authority) (the “Fiscal Authority”) for review and appropriation.  For purposes of this 
policy, an itemized estimate means an estimate in which the following broad budgetary 
categories listed below are divided into one or more budgetary category line items.   
 

Salaries 
Employee Benefits 
Purchased Services 
Tuition, Public In-State 
Tuition, All Other 
Supplies 
Property 
Utilities 
Grounds Maintenance 
Other 

 
 The itemized estimate provided to the Fiscal Authority is referred to herein as the 
“Itemized Estimate.” 
 
 The Board shall review the recommendations and suggestions made by the Fiscal 
Authority as to how it may consolidate non-educational services and realize financial 
efficiencies.  If the Board rejects such suggestions and recommendations, it shall provide 
the Fiscal Authority a written explanation of the reason for the rejection. 
 
 Following the annual appropriation, the Board shall meet and revise the Itemized 
Estimate, if necessary, and adopt a final appropriated budget for the year.  Line items in 
the budget may be allocated more specifically by the Superintendent or the 
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Superintendent’s designee in the development, administration and monitoring of the 
budget.   
 
 The Superintendent and/or the Superintendent’s designee shall be responsible for 
administering and monitoring the budget through the course of the year.  The 
Superintendent or designee shall maintain a system of appropriate expenditures and 
encumbrance accounting that is organized to conform with the requirements for State and 
Federal Accounting Reports.  A monthly budget report shall be prepared in the same 
format as the Itemized Estimate showing for each budgetary category line item the 
appropriated budget amount, expenditure to date (to include encumbered and expended 
amounts), projected expenditures, difference between the projected expenditures and the 
appropriation, and general comments indicating the reasons for the difference. Such 
budget report shall be presented to the Board at the regularly scheduled monthly meeting. 
 
 Based on expenditures and budget projections, with such budget reports, the 
Superintendent shall recommend to the Board transfers from one of the broad budgetary 
categories in the Itemized Estimate (as set forth above) to another as needed.   
 
 The Superintendent is authorized to make such transfers as necessary if the urgent 
need for transfer prevents the Board from meeting in a timely fashion to consider the 
transfer, provided that such transfers by the Superintendent shall not exceed five percent 
(5%) of the annual budget.  Transfers between the broad budgetary categories in the 
Itemized Estimate made in such instances shall be announced at the next regularly 
scheduled meeting of the Board and a written explanation of such transfer shall be 
provided to the legislative body of the municipality or, in a municipality where the 
legislative body is a town meeting, to the board of selectmen and transfers subsequently 
ratified by the Board at any such meeting shall not be counted in the limitation on the 
authority of the Superintendent to make transfers. 
 
 The Board shall not expend more than the amount of the appropriation and the 
amount of money received from other sources, including any unexpended funds that have 
been set aside in a nonlapsing account as authorized by law and described below, for 
educational purposes.  If any occasion arises whereby additional funds are needed by the 
Board, the Chairperson of the Board shall notify the Fiscal Authority and submit a 
request for such necessary additional funds.  No additional funds shall be expended until 
such supplemental appropriation is granted and no supplemental expenditures shall be 
made in excess of those so authorized. 
 
Unexpended Funds  
 

Notwithstanding any provision of the general statutes, municipal charter, home 
rule ordinance, or other ordinance, the Board may deposit into a nonlapsing account any 
unexpended funds from the prior fiscal year from the budgeted appropriation, in an 
amount not to exceed two per cent of the total budgeted appropriation for such prior 
fiscal year. Each expenditure from the account must be authorized by the Board and shall 
be made only for educational purposes, in accordance with state law.  
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Each fiscal year, the Board shall compile and submit to the Connecticut State 
Department of Education a report regarding the nonlapsing account, including, but not 
limited to, the total balance of the account, the amount deposited into such account in a 
fiscal year, and an accounting of the expenditures made from such account.  
 
Legal Reference: 
 
 Conn. Gen. Stat.  § 10-221 
    § 10-222 
    § 10-248a 
 

Public Act 25-175, “An Act Revising the Effective Dates of Provisions Regarding 
Certain Municipal Referenda and Equity Joint Ventures and Concerning 
Contracts with the Department of Developmental Services, the Commissioner of 
Education’s Network of Schools, the Reporting of Certain School District 
Financial Information, the Failure to File for Certain Grand List Exemptions and 
the Deferrals of Certain Towns’ Real Property Revaluations.” 

 
 
 
Approved:   March 18, 2025   NEW MILFORD PUBLIC SCHOOLS 
Revised:     New Milford, Connecticut 
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Note: Under the federal Family Educational Rights and Privacy Act (“FERPA”), 
the rights to access a student’s education records transfer from the parent to the 
student when the student turns 18 years old and becomes an “eligible” student. 
FERPA permits, but does not require, schools to disclose education records to 
parents of eligible students without the student’s consent if the parent claims the 
student as a dependent under Section 152 of the Internal Revenue Code. This policy 
has been updated to clarify that such disclosures are permitted, but not mandatory. 
Also, minor technical edits have been made to this policy. 
 
 
Series 5000                   5125 
Students 

 
POLICY AND ADMINISTRATIVE REGULATIONS REGARDING 
CONFIDENTIALITY AND ACCESS TO EDUCATION RECORDS 

 
I. POLICY 
 
The New Milford Board of Education (“Board”) complies with the state and federal laws 
and regulations regarding confidentiality, access to and amendment of education records 
maintained by the New Milford Public Schools (the “District”).  The Board shall 
implement procedures that protect the privacy of parents and students while providing 
proper access to education records.  Availability of these procedures shall be made known 
annually to parents of students currently in attendance and eligible students currently in 
attendance. 
 
II. DEFINITIONS 

 
A. Access is defined as the right to inspect or review a student’s education 

records or any part thereof.  Access may include the right to receive copies 
of records under limited circumstances. 

 
B. Authorized representative means any entity or individual designated by the 

Board, a State educational authority, or an agency headed by an official 
listed in 34 C.F.R. § 99.31(a)(3), to conduct -- with respect to Federal- or 
State-supported education programs -- any audit or evaluation, or any 
compliance or enforcement activity in connection with Federal legal 
requirements that relate to these programs. 

 
C. Biometric record, as used in the definition of personally identifiable 

information, means a record of one or more measurable biological or 
behavioral characteristics that can be used for automated recognition of an 
individual, such as fingerprints, retina and iris patterns, voiceprints, DNA 
sequence, facial characteristics and handwriting. 

 
D. De-identified education records means education records or information 

from education records from which all personally identifiable information 
has been removed, and for which the District has made a reasonable 
determination that a student’s identity is not personally identifiable, 
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whether through single or multiple releases, taking into account other 
reasonably available information. 

 
E. Directory Information includes information contained in an education 

record of a student that would not generally be considered harmful or an 
invasion of privacy if disclosed.  Directory information includes, but is not 
limited to, the parent’s name, address and/or e-mail address; the student’s 
name, address, telephone number, e-mail address, photographic, computer 
and/or video images, date and place of birth, major field(s) of study, grade  
level, enrollment status (full-time; part-time), participation in school-
sponsored activities or athletics, weight and height (if the student is a 
member of an athletic team), dates of attendance, degrees, honors and 
awards received, the most recent previous school(s) attended, and student 
identification numbers for the limited purposes of displaying a student 
identification card.  The student identification number, however, will not 
be the only identifier used when obtaining access to education records or 
data.  Directory information does not include a student’s social security 
number, student identification number or other unique personal identifier 
used by the student for purposes of accessing or communicating in 
electronic systems unless the identifier cannot be used to gain access to 
education records except when used in conjunction with one or more 
factors that authenticate the user’s identity, such as a PIN or password. 

 
F. Disciplinary action or proceeding means the investigation, adjudication or 

imposition of sanctions by an educational agency or institution with 
respect to an infraction or violation of internal rules of conduct applicable 
to students. 

 
G. Disclosure means to permit access to or to release, transfer, or other 

communication of personally identifiable information as contained in 
education records by any means, including oral, written or electronic 
means, to any party except the party identified as the party that provided or 
created the record.  

 
H. Education Records 

 
1. Education records means any information directly related to a 

student that is recorded in any manner (e.g., handwriting, print, 
computer media, video or audio tape, film, microfilm, and 
microfiche) and that is maintained by the District or persons acting 
for the District. 

 
2. Education records do not include: 

 
a) private, personal, or working notes in the sole possession of 

the maker thereof, and which are not accessible or revealed 
to any other individual except a “substitute”; 
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b) records maintained by a law enforcement unit of the District 
that were created by that unit for the purpose of law 
enforcement; 

 
c) employment records used only in relation to the student’s 

employment by the District that are 1) made and maintained 
in the normal course of business, 2) relate exclusively to the 
student’s capacity as an employee, and 3) are not made 
available for any other purpose; 

 
d) records on an eligible student (i.e. over 18 or attending a 

postsecondary educational institution) that are considered 
“treatment records” as they meet the following criteria: 1) 
the records are maintained by a physician, psychiatrist,  
psychologist, or other recognized professional or 
paraprofessional acting in a professional capacity or 
assisting in a paraprofessional capacity, 2) the records are 
made in connection with the treatment of the student and 3) 
the records are disclosed only to individuals providing such 
treatment (treatment does not include remedial educational 
activities or activities that are part of the program or 
instruction of the District); however, the District must, upon 
request, permit an eligible student to have a physician or 
other appropriate professional of the student’s choice 
review their treatment records; 

 
e) records created or received by the District after an 

individual is no longer a student in attendance and that are 
not directly related to the individual’s attendance as a 
student; and 

 
f) grades on peer-graded papers before they are collected and 

recorded by a teacher. 
 
I. Eligible Student is a student or former student who has reached 18 years of 

age or is attending an institution of post-secondary education or is an 
emancipated minor. 

 
.J. Legitimate Educational Interest means the need for a school official to 

review an education record in order to fulfill their professional 
responsibilities. The District’s Title IX Coordinator has a legitimate 
educational interest when performing the functions of their professional 
duties. 

 
.K Parent is defined as a parent or parents of a student, including a natural 

parent, a guardian, or surrogate parent, or an individual acting as a parent 
in the absence of a parent or guardian.  The rights of a parent shall transfer 
to an eligible student; however, a parent of a student who claims that 
student as a dependent under Section 152 of the Internal Revenue Code of  
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1986 may receive access to the student’s education records without the 
eligible student’s consent.    

 
L. Personally Identifiable Information includes, but is not limited to, the 

student’s name; the name of the student’s parent or other family members; 
the address of the student or the student’s family; a personal identifier, 
such as the student’s social security number, student number or biometric 
record; other indirect identifiers, such as the student’s date of birth, place 
of birth, and parent’s maiden name; other information that, alone or in 
combination, is linked or linkable to a specific student that would allow a 
reasonable person in the school community, who does not have personal 
knowledge of the relevant circumstances, to identify the student with 
reasonable certainty; or information requested by a person who the school 
district reasonably believes knows the identity of the student to whom the 
education record relates. 

 
M. School Official is a person employed by the District as an administrator, 

supervisor, instructor or support staff member (including health or medical 
staff and law enforcement unit personnel); the District’s Title IX 
Coordinator; a person serving on the Board of Education; a volunteer, 
contractor or consultant or other party who performs an institutional 
service or function for the District (such as an attorney, auditor, medical 
consultant, therapist, or school resource officer); or a parent or student 
serving on an official committee, such as a disciplinary or grievance 
committee; or a parent, student or other volunteer assisting another school 
official in performing the school official’s tasks. 

 
N. Signed and Dated Written Consent to disclose personally identifiable 

student information from a student’s education records must specify the 
records to be disclosed, the purpose of disclosure and the party to whom 
such records should be provided.  Consent may include a record and 
signature in electronic form provided that the consent identifies and 
authenticates a particular person as the source of electronic consent. 

 
III. ANNUAL NOTIFICATION OF RIGHTS / RELEASE OF DIRECTORY 

INFORMATION 
 

A. On an annual basis, the District will notify parents and/or eligible students 
currently in attendance of their rights regarding a student’s education 
records.  This notice will be published in all student handbooks in the 
District and will also be published in the District’s guide to Special 
Education Services and will be published in any other manner “reasonably 
likely” to inform such parents and eligible students of their rights.  The 
District will take steps designed to ensure that parents or eligible students 
whose primary or home language is not English or who are disabled will 
also be notified of their rights regarding a student’s education records. 

 
B. On an annual basis, the District will also notify parents and/or eligible 

students currently in attendance of any categories of information 
designated as directory information.  This notice will provide such 
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individuals with an opportunity to object to such disclosure.  An objection 
to the disclosure of directory information shall be good for only one school 
year.  Parents and/or eligible students may not use the right to opt out of 
directory information disclosures to prohibit the District from requiring 
students to wear or display a student identification card. 

 
C. In the annual notification, the District will also provide notice to parents 

and/or eligible students that the District is legally obligated to provide 
military recruiters, institutions of higher education, or school choice 
programs, upon request, with the names, addresses and telephone numbers 
of secondary school students, unless the secondary student or the parent of 
the student objects to such disclosure in writing.  Such objection must be 
in writing and shall be effective for one school year.   

 
IV. CONFIDENTIALITY OF EDUCATION RECORDS 

 
A. All school officials are directed to maintain the confidentiality of 

personally identifiable information contained in a student’s education 
records.  Each person who has access to education records is responsible 
for ensuring personally identifiable information is protected from 
disclosure at collection, storage, disclosure, and destruction stages.  
Disclosure of information is permitted only in accordance with Board 
policy and administrative regulations and in a manner consistent with state 
and federal law. 

 
B. Education records are not public records and any disclosure other than to 

persons authorized to receive the records without prior consent of a parent 
or an eligible student violates the law and Board policy, except as provided 
in federal and state statutes. 

 
C. The District shall use reasonable methods, including administrative 

policies and procedures, as well as physical and technological access 
controls, designed to ensure that school officials obtain access to only 
those education records in which they have a legitimate educational 
interest. 

 
D. The District shall use reasonable methods designed to identify and 

authenticate the identity of parents, students, school officials and other 
parties to whom the District discloses personally identifiable information 
from education records. 

 
D. The District shall require contractors and other outside agencies with access to 

education records to certify their compliance with the confidentiality 
requirements of this policy, as well as applicable state and federal law. 

 
V. ACCESS TO EDUCATION RECORDS 
 

A. Parents and/or an eligible student have the right to inspect and review all 
education records of the student unless such rights have been waived under 
Article XI, below.  Parents’ rights of inspection and review are restricted 
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to information dealing with their own child.  In the case of an eligible 
student, the right to inspect and review is restricted to information 
concerning the student.  All requests for access to education records must 
be in writing.   

 
B. When submitting a written request to inspect or review education records, 

the request must identify the record or records being sought.  The District 
will notify the parent or eligible student of the date, time, and location 
where the records may be inspected and reviewed.   

 
C. The parents or eligible students may designate in writing a representative 

to inspect and review the records.  Consent for disclosure of education  
records to a designated representative must be signed and dated by the 
parent or eligible student. 

 
D. A school professional shall be present at all such inspections and reviews 

and shall respond to reasonable requests for explanations and 
interpretations of the records. 

 
E. For the records of regular education students, the Board will make 

education records available for inspection and review by parents or eligible 
students within a reasonable period of time, but in any event, no more than 
forty-five (45) calendar days from the receipt of a written request.   

 
F. For students requiring special education, the Board will comply with a 

request to review and inspect the child’s education records without 
unnecessary delay and before any meeting regarding an IEP or any due 
process hearing or resolution session held in accordance with the IDEA; 
otherwise, the Board will comply with such request not later than ten (10) 
school days of such request. 

 
G. Parents of students eligible to receive special education and related 

services (or the eligible student) have the right to receive one free copy of 
their child’s (the eligible student’s) education records.  The request for the 
free copy must be in writing and the Board will comply with the written 
request within ten (10) school days of the request.  Notwithstanding the 
fact that a test instrument or portion of a test instrument may meet the 
criteria of an “education record” under the Family Educational Rights and 
Privacy Act, 20 U.S.C. § 1232g, any test instrument or portion of a test 
instrument for which the test manufacturer asserts a proprietary or 
copyright interest in the instrument shall not be copied. The parent or 
eligible student retains the right to review and inspect such information 
and the Board shall respond to reasonable requests from the parent or  
eligible student for explanations and interpretations of the student’s 
education record, which may include reviewing copyrighted testing 
instruments. 

 
H. Aside from a parent or eligible student, staff members, school employees 

and other school officials may access a student’s education records only if 
they have been determined by the District to have a legitimate educational 

53



interest in accessing the information contained in such records.  
Disclosures to any other parties may only be made in accordance with the 
exemptions and provisions set forth in Article VII, below.   

 
I. Pursuant to the procedures set forth in Article VI, below, the District 

maintains a record of all parties that have requested access to education 
records, including access to education records found in computer memory 
banks. 

 
J. Non-custodial Parents: 
 

1. Divorced Parents   
 

A parent does not lose the right to access to education records upon 
divorce.  Non-custodial parents retain their rights to review their  
 
child’s education records unless the District has been provided with 
evidence that there is a court order, state statute, or legally binding 
document relating to such matters as divorce, separation, or 
custody that specifically revokes the non-custodial parent’s rights.  
School notices shall be mailed to the non-custodial parent/guardian 
requesting the notices at the same time that they are provided to the 
custodial parent/guardian.  Any requests by the non-custodial 
parent/guardian to receive school notices shall be effective for as 
long as the child remains in the school the student is attending at 
the time of the request. 

 
2. Incarcerated Parents  

 
Nothing in this policy shall be construed to limit a parent who is 
incarcerated from being entitled to knowledge of and access to all 
educational, medical, or similar records maintained in the 
cumulative record of any minor student of such incarcerated parent, 
except that such incarcerated parent shall not be entitled to such 
records if: 
 
(a) such information is considered privileged under Conn. Gen. 

Stat. § 10-154a, regarding a communication made privately 
and in confidence by a student to a professional employee 
in the course of the professional employee’s employment 
concerning alcohol or drug abuse or any alcoholic or drug 
problem of such student; 

(b) such incarcerated parent has been convicted in Connecticut 
or any other state of sexual assault in violation of Conn. 
Gen. Stat. §§ 53a-70, 53a-70a, 53a-71, 53a-72a, 53a-72b, or 
53a-73a; or 

(c) such incarcerated parent is prohibited from knowledge of or 
access to such student’s cumulative record pursuant to a 
court order.  
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K. Unaccompanied Youth: 
 

Notwithstanding anything in this policy to the contrary, an unaccompanied 
youth shall be entitled to knowledge of and have access to all educational, 
medical or similar records in the cumulative record of such 
unaccompanied youth maintained by the District.  For the purposes of this 
provision, the term “unaccompanied youth” shall mean a homeless child or 
youth not in the physical custody of a parent or guardian. 

 
L. Copies of Education Records/Fees: 
 

1. The District cannot charge a fee to search for or to retrieve the 
education records of a student.  As noted above, if a student has 
been identified as requiring special education and related services, 
the parents’ (or eligible student’s) right to inspect and review the 
student’s records shall include the right to receive one free copy of 
those records.  The request for the free copy shall be made in 
writing.  The Board shall comply with such request as stated above.  
A charge will be levied for additional copies; in no case will the 
charge exceed [50¢] per page.  

 
2. In addition to the provision above regarding special education 

students, if circumstances effectively prevent the parent or eligible 
student from exercising the right to inspect and review the 
student’s education records, the District shall: 

 
a. provide the parent or eligible student with a copy of 
the records requested, or  
b. make other arrangements for the parent or eligible 
student to inspect and review the requested records.  

 
3. The Board reserves the right to charge for copies of a student’s 

education records.  Such charge will not exceed 50¢ per page. 
 

VI. RECORD KEEPING REQUIREMENTS/DOCUMENTATION OF 
ACCESS TO EDUCATION RECORDS 

 
A. The District will appoint an individual to be responsible for the care and 

upkeep of all education records.  Education records are kept by categories, 
each of which encompasses a specific type of data collected during a 
student’s educational career.  These categories also determine how long 
the District must maintain the records.  The District will provide to 
parents, on request, a list of the categories and locations of education 
records collected, maintained, or used by the District. 

 
B. Except as provided below, a record (log) will be kept documenting each 

request for, and disclosure of, personally identifiable information from the 
education records of each student, including information found in 
computer memory banks. The record log shall contain: 
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1. the name of any individual, agency, or organization that requested 
or obtained access to the student’s records; 

2. the date of the request for access; 
3. whether access was given; 
4. the purpose for which the party was granted access to the records; 
5. the names of additional parties to whom the receiving party may 

disclose the information on behalf of the District; and 
6. the legitimate educational interest in obtaining the information. 

 
C. The record (log) requirement does not apply to requests from, or disclosure 

to: 
 

1. a parent or eligible student; 
2. a party seeking directory information; 
3. a party who has a signed and dated written consent from the parent 

and/or eligible student; 
4. school officials from the school district in which the student is 

currently enrolled who have a legitimate educational interest in the 
information contained in the student’s record; or 

5. persons seeking or receiving the information as directed by a 
Federal grand jury, other law enforcement subpoena, or ex parte 
order of the Attorney General of the United States (provided that 
the information requested is not to be redisclosed). 

 
D. The record (log) is a permanent part of the student’s education records and 

must be available to the parent or eligible student upon request. 
 

E. If the District makes a release of education records without consent in a 
health and safety emergency, the district must record: 
 
1. the articulable and significant threat to the health and safety of a 

student or other individuals that formed the basis for disclosure; 
and 

2. the parties to whom the District disclosed the information. 
 
VII. THE RELEASE OF RECORDS OR PERSONALLY IDENTIFIABLE 

INFORMATION 
 

A. The District or its designated agent(s) may not permit release of education 
records or any information from such records that contain personally 
identifiable student information to any outside individual, agency, or 
organization without the signed and dated written consent of the parents or 
eligible student, except as indicated in Article VII.C below.  Personally 
identifiable information contained in the education record, other than directory 
information, will not be furnished in any form (i.e., written, taped, video or 
audio recorded, person-to-person, statement over the telephone, on computer 
disk, e-mailed or electronic message, etc.) to any person other than those listed 
below, unless prior written consent has been obtained. 
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B. To be effective, the written consent must be signed and dated and must specify 
the records that may be disclosed, state the purpose of the disclosure, and 
identify the party or class of parties to whom the disclosure may be made. 

 
C. Personally identifiable information may be released without consent of the 

parents, or the eligible student, only if the disclosure meets one of the criteria 
set forth below: 

 
1. School Officials: 
 

a) The disclosure is to other school officials within the 
District, including teachers, who have been determined by 
the District to have legitimate educational interests in the 
education records.  

 
b) A contractor, consultant, volunteer, or other party to whom 

the District has outsourced institutional services or 
functions, provided that the party: 

 
1) performs an institutional service or function for 

which the District would otherwise use employees;  
2) is under the direct control of the District with 

respect to the use and maintenance of education 
records; and   

3) is subject to the requirements of FERPA with 
respect to the use and redisclosure of personally 
identifiable information from education records.  

 
c)  The Board shall comply with the below Section I of this 

Article VII prior to the provision of student records, student 
information or student-generated content to any school 
official who is a consultant or operator, as those terms are 
defined in Section I. 

 
2. Transfer Students:   

 
a) The disclosure is to officials of another school, including 

other public schools, charter schools, and post-secondary 
institutions, in which the student seeks or intends to enroll, 
or where the student is already enrolled so long as the 
disclosure is for purposes related to the student’s 
enrollment or transfer.  Disclosure of personally 
identifiable information will be made only upon condition 
that the student’s parents be notified of the transfer, receive 
a copy of the record if desired, and have an opportunity for 
a hearing to challenge the content of the record pursuant to 
Article X.  

 
b) When a student enrolls in a new public school district 

(including a public charter school), the receiving school 
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district must send written notice of such enrollment to the 
school the student previously attended not later than two 
(2) business days after the student enrolls.  Not later than 
ten (10) days after receipt of such notice, the sending 
school shall transfer the student’s records to the new school 
district. 

 
c) Upon notification by the Department of Children and 

Families (“DCF”) of a decision to change the school 
placement for a student attending District schools who is 
placed in out-of-home care by DCF pursuant to an order of 
temporary custody or an order of commitment, in 
accordance with Section 46b-129 of the Connecticut 
General Statutes, the Board shall transmit to the receiving 
school, not later than one (1) business day after receipt of 
such notification from DCF, all essential education records 
for the student, including, but not limited to, the student’s 
individualized education program (“IEP”) and behavioral 
intervention plan, if any, and all documents necessary for 
the receiving school to determine appropriate class 
placement and to provide educational services. The Board 
shall transfer nonessential records to the receiving school in 
accordance with subsection b above. 

 
3. The disclosure is to authorized representatives of the U.S. 

Comptroller, the U.S. Attorney General, the U.S. Secretary of 
Education, or State or local educational authorities.  Disclosures of 
this nature may be made only in connection with an audit or 
evaluation of Federal or State supported education programs, or for 
the enforcement of or compliance with the Federal legal 
requirements that related to these programs.  These entities may 
make further disclosures of personally identifiable information that 
are designated by them as their authorized representatives to 
conduct any audit, evaluation, or enforcement or compliance 
activity on their behalf, if applicable requirements are met.  

 
4. The disclosure is made in connection with a student’s application 

for, or receipt of, financial aid, if such information is necessary to 
determine eligibility for, the amount of, or the conditions for 
financial aid, or to enforce the terms and conditions of financial 
aid. 

 
5. The disclosure is to state and local officials or authorities within the 

juvenile justice system as long as the officials and authorities to 
whom the records are disclosed certify in writing to the District that 
(a) the information is required by the court, and (b) will not be 
disclosed to any other party without the prior, written consent of 
the parent of the student, except as provided under state law.  
Disclosure shall be permitted for information relating to the 
student’s school attendance, adjustment and behavior, as well as 
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the student’s IEP and related documents if the student receives 
special education services.  If a student is placed on probation by 
the juvenile court, school officials may issue their own 
recommendation concerning the conditions of the student’s 
probation.    

 
6. The disclosure is to organizations conducting studies for, or on 

behalf of, educational agencies or institutions for the purpose of 
developing, validating, or administering predictive tests, 
administering student aid programs, or improving instruction, so 
long as: 

 
a) the study does not permit personal identification of parents 

or students by individuals other than representatives of the 
organization,  

b) the information is destroyed after it is no longer needed for 
the purposes for which the study was conducted, and  

 c) the Board enters into a written agreement with the 
organization conducting the study that satisfies the 
requirements of 34 C.F.R. § 99.31(a)(6). 

 
7. The disclosure is to accrediting organizations in order to carry out 

their accrediting functions. 
 
8. The disclosure is to parents of an eligible student who claim that 

student as a dependent student as defined in Section 152 of the 
Internal Revenue Code of 1986. 

 
9. The disclosure is to comply with a judicial order or lawfully issued 

subpoena, provided that the educational agency makes a reasonable 
effort to notify the parent or the eligible student in advance of 
compliance, unless such disclosure is in compliance with  

 
a) a federal grand jury subpoena and the court has ordered that 

the existence or the contents of the subpoena or the 
information furnished in response to the subpoena not be 
disclosed; 

b) any other subpoena issued for a law enforcement purpose 
and the court or other issuing agency has ordered that the 
existence or the contents of the subpoena or the information 
furnished in response to the subpoena not be disclosed; or  

c) an ex parte order obtained by the United States Attorney 
General (or designee not lower than an Assistant Attorney 
General) concerning the investigation or prosecution of 
terrorism crimes specified in 18 U.S.C. §§ 2331 and 
2332b(g)(5)(B). 

 
10. If the District initiates legal action against a parent or student, the  

District may disclose to the court, without a court order or  
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subpoena, the education records of the student that are relevant for 
the District to proceed with the legal action as plaintiff. 

 
11. If a parent or eligible student initiates legal action against the 

District, the District may disclose to the court, without a court order 
or subpoena, the student’s education records that are relevant for 
the District to defend itself. 

 
12. The disclosure is to appropriate parties, including parents of an 

eligible student, in connection with a health and safety emergency 
if knowledge of the information is necessary to protect the health or 
safety of the student or other individuals.  In making a 
determination regarding the disclosure of education records without 
consent in a health and safety emergency, the District may take into 
account the totality of the circumstances pertaining to the threat to 
the health or safety of a student or other individuals.  If the District 
reasonably determines that there is an articulable and significant 
threat to the health or safety of a student or other individuals, it 
may disclose information from education records to any person  
whose knowledge of the information is necessary to protect the 
health or safety of the student or other individuals, provided, 
however, that the District record such disclosure in accordance 
with Article VI.D, above.  

 
13. The disclosure is to the parent of a student who is under 18 years of 

age or to the student. 
 
14. The disclosure concerns sex offenders and other individuals 

required to register under Section 170101 of the Violent Crime 
Control and Law Enforcement Act of 1994, 42 U.S.C. § 14071, and 
the information was provided to the District under 42 U.S.C. § 
14071 and applicable federal guidelines. 

 
15. The disclosure is to the Secretary of Agriculture or an authorized 

representative from the Food and Nutrition Service, or contractors 
acting on its behalf, for the purposes of conducting program 
monitoring, evaluations, and performance measurements of state 
and local educational and other agencies and institutions receiving 
funding or providing benefits of one or more federal meal or 
nutrition programs in order to report aggregate results that do not 
identify any individual.  Such disclosures may only be made if: 

 
a) the data collected will be protected to prevent the personal 

identification of students and their parents by other than the 
authorized representatives of the Secretary of Agriculture, 
and  

b) any personally identifiable data will be destroyed when they 
are no longer needed for program monitoring, evaluations, 
and performance measurements. 
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16. The disclosure is to an agency caseworker or other representative 
of the DCF or other child welfare agency or tribal organization who 
has the right to access a student’s case plan when the agency or 
organization is legally responsible for the care and protection of the 
student.  The agency or organization may not disclose the 
education records or personally identifiable information contained 
in such records, except to an individual or entity engaged in 
addressing the student’s educational needs and authorized by the 
agency or organization to receive such disclosure.  Any disclosures 
made by the agency or organization must comply with applicable 
confidentiality laws for student education records. 

 
D. Directory Information  

 
The District will notify parents (of students currently enrolled within the 
District) or eligible students (currently enrolled in the District) annually of 
any categories of information designated as directory information.  This  
 

notice will provide such individuals with an opportunity to object 
to such disclosure.  An objection to the disclosure of directory 
information shall be good for only one school year.   

 
1. School districts are legally obligated to provide military recruiters 

or institutions of higher education, upon request, with the names, 
addresses and telephone numbers of secondary school students, 
unless the secondary student or the parent of the student objects to 
such disclosure in writing.  Such objection must be in writing and 
shall be effective for one school year.   

 
2. In all other circumstances, information designated as directory 

information will not be released when requested by a third party 
unless the release of such information is determined by the 
administration to be in the educational interest of the District and is 
consistent with the District’s obligations under both state and 
federal law. 

 
3. The District may disclose directory information about students 

after they are no longer enrolled in the District.  Notwithstanding 
the foregoing, the District will continue to honor any valid 
objection to the disclosure of directory information made while a 
student was in attendance unless the student rescinds the objection. 

 
4. An objection to the disclosure of directory information shall not 

prevent the District from disclosing or requiring a student to 
disclose the student’s name, identified or institutional email address 
in a class in which the student is enrolled.  Parents and/or eligible 
students may not use the right to opt out of directory information 
disclosures to prohibit the District from requiring students to wear 
or display a student identification card. 
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5. The District will not use the student’s social security number or 
other non-directory information alone or combined with other 
elements to identify or help identify the student or the student’s 
records.   

 
E. De-identified Records and Information  

 
1. The District may release education records or information from 

education records without the consent of a parent or eligible 
student after the removal of all personally identifiable information, 
provided that the District has made a reasonable determination that 
a student’s identity is not personally identifiable, whether through 
single or multiple releases, taking into account other reasonably 
available information.  

 
2. The District may release de-identified education records including 

student level data from education records for the purpose of 
education research by attaching a code to each record that may 
allow the recipient to match information received from the same 
source, provided that: 

 
a)  the District does not disclose any information about how it 

generates and assigns a record code, or that would allow a 
recipient of the information to identify a student based on 
the record code; 

b)  the record code is used for no purpose other than 
identifying a de-identified record for the purposes of 
education research and cannot be used to ascertain 
personally identifiable information about a student; and 

c) the record code is not based on a student’s social security 
number or other personal information. 

 
F. Disciplinary Records: 
 

 Nothing in this policy shall prevent the District from: 
 
1. Including in the education records of a student appropriate 

information concerning disciplinary action taken against the 
student for conduct that posed a significant risk to the safety or 
well-being of that student, other students, or other members of the 
school community. 

 
2. Disclosing appropriate information concerning disciplinary action 

taken against a student for conduct that posed a significant risk to 
the safety or well-being of that student, other students, or other 
members of the school community, to teachers and school officials 
who have been determined to have legitimate educational interests 
in the behavior of the student. 
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G. In accordance with state and federal law, the District will facilitate the transfer 
of records of suspension and expulsion of a student to officials of any private 
elementary or secondary school in which the student is subsequently enrolled 
or seeks, intends or is instructed to enroll.   

 
H. Records of the Department of Children and Families (“DCF”) 
 

1. Documents related to any DCF child abuse and/or neglect 
investigations that are maintained by the Board are considered 
education records under the FERPA.  As such, they are subject to 
the confidentiality and disclosure requirements set forth in this 
policy and in corresponding provisions of state and federal law.  
Such records, including records of allegations, investigations and  
reports made to DCF, should be kept in a confidential and central 
location, with restricted access and shall be disclosed only as 
authorized by law.  In addition to meeting the requirements under 
FERPA, should the Board receive a request to disclose confidential 
DCF records to an outside third party, the Board shall redact the 
name or other personally identifiable information concerning the 
individual suspected of being responsible for the alleged abuse 
and/or neglect unless the requested records are being released to 
the individual named in the DCF records. 

 
2. In addition, the District shall redact the name or any personally 

identifiable information related to the identity of any individual 
responsible for making a report of alleged child abuse and/or 
neglect before releasing or transferring any DCF records containing 
such reports. 

 
I. Except as set forth in Subsection I.5, below, the Board shall enter into a written 

contract with a consultant or operator any time the Board shares or provides 
access to student information, student records, or student-generated content 
with such consultant or operator.     

 
1. The provisions of said contract shall comply with the requirements of 

Conn. Gen. Stat. §§ 10-234aa to 10-234dd.   
 
2. The District shall maintain and update an Internet web site with 

information relating to all contracts entered into pursuant to Subsection 
I, above.  On or before September 1st of each school year, the Board 
shall electronically notify students and the parents or legal guardians of 
students of the address of such Internet website.  Not later than five (5) 
business days after executing a contract pursuant to this subsection, the 
Board shall post notice of such contract on the Board’s website.  The 
notice shall: 

 
a. State that the contract has been executed and the date that such 

contract was executed; 
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b. Provide a brief description of the contract and the purpose of the 
contract; and  

c. State what student information, student records or student-
generated content may be collected as a result of the contract. 

 
3. For purposes of this subsection, upon receipt of notice of a breach of 

security that results in the unauthorized release, disclosure or 
acquisition of directory information, student information, student 
records or student-generated content, the Board shall electronically 
notify, not later than two business days after receipt of such notice, the 
student and the parents or guardians of the student whose information is 
involved in such breach.  The Board shall thereafter post notice of such 
breach on the Board’s Internet web site.  The Internet posting shall  
comply with the requirements of FERPA.  All questions and concerns 
relative to breach of security shall be referred to the Superintendent of 
Schools. 

 
4. For purposes of this subsection, the following definitions are 

applicable: 
 

a. Consultant means a professional who provides noninstructional 
services, including but not limited to, administrative, planning, 
analysis, statistical or research services, to the Board pursuant to 
a contract with the Board. 

 
b. Operator means any person who (a) operates an Internet web 

site, online service or mobile application with actual knowledge 
that such Internet web site, online service or mobile application 
is used for school purposes and was designed and marketed for 
school purposes, to the extent it is engaged in the operation of 
such Internet web site, online service or mobile application, and 
(b) collects, maintains or uses student information. 

 
c. School Purposes means purposes that customarily take place at 

the direction of a teacher or the Board, or aid in the 
administration of school activities, including but not limited to 
instruction in the classroom, administrative activities and 
collaboration among students, school personnel or parents or 
legal guardians of students. 

 
d. Student means a person who is a resident of the state and (a) 

enrolled in a preschool program participating in the state-wide 
public school information system, pursuant to Conn. Gen. Stat. 
§ 10-10a; (b) enrolled in grades kindergarten to twelve, 
inclusive, in a school under the jurisdiction of the Board; (c) 
receiving special education and related services under an 
individualized education program; or (d) otherwise the 
responsibility of the Board. 
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e. Student Information means personally identifiable information 

or material of a student in any media or format that is not 
publicly available and is any of the following: 

 
1) Created or provided by a student or the parent or legal 

guardian of a student, to the operator in the course of the 
student, parent or legal guardian using the operator’s 
Internet web site, online service or mobile application 
for school purposes; 

2) Created or provided by an employee or agent of the 
Board to an operator for school purposes; 

3) Gathered by an operator through the operation of the 
operator’s Internet web site, online service or mobile 
application and identifies a student, including but not 
limited to, information in the student’s records or 
electronic mail account, first or last name, home address, 
telephone number, date of birth, electronic mail address, 
discipline records, test results, grades, evaluations, 
criminal records, medical records, health records, Social 
Security number, biometric information, disabilities, 
socioeconomic information, food purchases, political 
affiliations, religious affiliations, text messages, 
documents, student identifiers, search activity, 
photographs, voice recordings, survey responses or 
behavioral assessments. 

 
f. Student Record means any information directly related to a 

student that is maintained by the Board or any information 
acquired from a student through the use of educational software 
assigned to the student by a teacher or employee of the Board, 
except student record does not include de-identified student 
information allowed under the contract to be used by the 
consultant or operator to: 

 
1) Improve educational products for adaptive learning 

purposes and customize student learning; 
2) Demonstrate the effectiveness of the contractor’s 

products in the marketing of such products; and 
3) Develop and improve the consultant’s or operator’s 

products and services.  
 

4. Notwithstanding anything in this Subsection to the contrary, the Board 
may use an operator’s or consultant’s services without entering into a 
contract as described above, if the use of an Internet web site, online 
service or mobile application operated by a consultant or an operator is 
unique and necessary to implement a child’s individualized education 
program or plan pursuant to Section 504 of the Rehabilitation Act of 
1973 and such Internet website, online service or mobile application is  
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unable to comply with the provisions of Conn. Gen. Stat. § 10-234bb, 
provided: 

 
a. Such Internet web site, online service or mobile application 

complies with FERPA and the Health Insurance Portability and 
Accountability Act of 1996, P.L. 104-191, as amended from 
time to time;  

 
b. The Board can provide evidence that it has made a reasonable 

effort to: 
 

1) enter into a contract with such consultant or operator to 
use such Internet web site, online service or mobile 
application, in accordance with the provisions of Conn. 
Gen. Stat. § 10-234bb; and  

2) find an equivalent Internet web site, online service or 
mobile application operated by a consultant or an 
operator that complies with the provisions of Conn. Gen. 
Stat. § 10-234bb;  

 
c. The consultant or operator complies with the provisions of 

Conn. Gen. Stat. § 10-234cc for such use; and  
 
d. The parent or legal guardian of such child, and, in the case of a 

child with an individualized education program, a member of 
the planning and placement team, signs an agreement that:  

 
1) acknowledges such parent or legal guardian is aware 

that such Internet web site, online service or mobile 
application is unable to comply with the provisions of 
Conn. Gen. Stat. § 10-234bb; and  

2) authorizes the use of such Internet web site, online 
service or mobile application.  

 
e. The Board shall, upon the request of a parent or legal guardian 

of a child, provide the evidence described in Subsection 5.b, 
above. 

 
VIII. REDISCLOSURE OF EDUCATION RECORDS 
 

A. The District may disclose personally identifiable information from an 
education record only on the conditions that: 

 
1. the party to whom the information is disclosed will not subsequently 

redisclose the information to any other party without the proper consent 
of the parent or eligible student, and 

2. the officers, employees, and agents of a party that receives such 
information may only use the information for the purposes for which 
disclosure was made.    
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B. Notwithstanding the provisions of Section A above, the District may disclose 
personally identifiable information from an education record with the 
understanding that the information may be redisclosed by the recipient of the 
information as long as prior written consent for disclosure is not required, for 
one of the reasons listed in Article VII, Section C above, and at least one of the 
following conditions is met: 

 
1. The record of the original disclosure includes the names of the parties 

to whom redisclosure is being made and the legitimate interests each 
such party has in requesting or obtaining the information. 

2. The original disclosure was to a state or local educational authority or 
federal official or agency as set forth in Article VII, Section C, and 
such state or local educational authority or federal official or agency 
has complied with the requirements of 34 C.F.R. § 99.32(b)(2).  

3. In the case of disclosures made pursuant to a court order or lawfully 
issued subpoena, the District has made a reasonable effort to notify the 
parent or eligible student in advance of compliance with the subpoena 
(except if such subpoena meets the criteria set forth above in Article 
VII, Section C (10)). 

4. Disclosure is made to a parent, an eligible student, or the parent of an 
eligible student. 

5. The information is considered directory information. 
 

C. In the event that the Student Privacy Policy Office determines that a third party 
outside of the District has improperly redisclosed personally identifiable 
information from education records in violation of FERPA, the District may 
not allow that third party access to personally identifiable information from 
education records for at least five (5) years. 

 
IX. AMENDMENT OF EDUCATION RECORDS 
 

A. If a parent or an eligible student believes that information in the student’s 
education records is inaccurate, misleading or in violation of the student’s right 
to privacy, the parent or eligible student is entitled to: 

 
1. Request in writing that the District amend the records; 
2. Receive within a reasonable period of time a decision from the District 

with respect to its decision on the amendment(s) requested by the 
parent or eligible student. 

 
B. If the District decides to amend the records, the District shall promptly take 

such steps as may be necessary to put the decision into effect with respect to 
the requested amendments, and shall inform the parent or eligible student of 
the amendment. 

 
C. If the District decides that an amendment of the records in accordance with the 

request is not warranted, it shall so inform the parent or eligible student and 
advise the parent or eligible student of the right to a hearing pursuant to this 
policy. 
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X. HEARING RIGHTS AND PROCEDURES 
 

A. Rights 
 

1. Upon written request of a parent or eligible student to the 
Superintendent of Schools, an opportunity for a hearing shall be 
provided to challenge the content of a student’s education records on  
 
the grounds that the information contained in the education records is 
inaccurate, misleading, or otherwise in violation of the privacy rights of 
the student. 

 
2. If, as a result of the hearing, the District decides that information 

contained in the education records of a student is inaccurate, 
misleading, or otherwise in violation of the privacy rights of the 
student, the records shall be amended, and the parent or eligible student 
shall be informed in writing. 

 
3. If, as a result of the hearing, the District decides that information 

contained in the education records of a student is not inaccurate, 
misleading, or otherwise in violation of the privacy rights of the 
student, the parent or eligible student shall be informed of the right to 
place in the student’s education records a statement commenting on the 
contested information or stating why the parent or eligible student 
disagrees with the District’s decision, or both. 

 
a. Any statement placed in the records of the student shall be 

maintained by the District as part of the records of the 
student as long as the record or contested portion is 
maintained by the District. 

b. If the contested portion of the education record is disclosed 
by the District, the statement of disagreement by the parents 
and/or eligible student shall also be disclosed. 

 
B. Procedures 

 
1. The hearing shall be held within a reasonable time after the District has 

received the request, unless the parent or eligible student requests a 
delay. 

 
2. The parent or eligible student shall be given notice of the date, place, 

and time of the hearing, within a reasonable time in advance of the 
hearing. 

 
2. The hearing will be conducted by a person or persons appointed by the 

Superintendent of Schools.  This person(s) shall be knowledgeable of 
the policies relating to confidentiality and shall not have a direct 
interest in the outcome of the hearing. 
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4. The parent or eligible student and the District shall have the right to be 

represented by person(s) of their choosing at their own expense, to 
cross-examine witnesses, to present evidence, and to receive a written 
decision of the hearing. 

 
5. The decision reached through the hearing shall be made in writing 

within a reasonable period of time after the hearing.  The decision will 
be based solely upon the evidence presented at the hearing and shall 
include a summary of the evidence and the reasons for the decision. 

 
XI. WAIVER OF RIGHTS 
 

A. A student who is an applicant for admission to an institution of post-
secondary education, or is in attendance at an institution of post-secondary 
education, may waive the right to inspect and review confidential letters 
and confidential statements of recommendations with the following 
limitations: 

 
1. The student is notified, upon request, of the names of all individuals 

providing the letters or statements. 
2. The letters or statements are used only for the purpose for which they 

were originally intended. 
3. The waiver is not required by the District as a condition of admission to 

or receipt of any other service or benefit from the District. 
4. The waiver is in writing and executed by the student, regardless of age, 

rather than by the parent. 
 

B. A waiver may be revoked with respect to any actions occurring after the 
revocation. 

 
C. Revocation of a waiver must be in writing. 

 
XII. SPECIAL CONFIDENTIALITY PROCEDURES FOR HIV-RELATED 

INFORMATION 
 

A. The following definitions shall apply to Article XII of this policy: 
 

1. Confidential HIV-Related Information 
 

“Confidential HIV-related information” means any information 
pertaining to the protected individual or obtained pursuant to a 
release of confidential HIV-related information, concerning 
whether a person has been counseled regarding HIV infection, has 
been the subject of an HIV-related test, or has HIV infection, HIV-
related illness or AIDS, or information which identifies or 
reasonably could identify a person as having one or more of such 
conditions, including information pertaining to such individual's 
partners. 

 

69



2. Health Care Provider 
 

“Health Care Provider” means any physician, physician assistant, 
dentist, nurse, provider of services for persons with psychiatric 
disabilities or persons with intellectual disability or other person 
involved in providing medical, nursing, counseling, or other health 
care, substance abuse or mental health service, including such 
services associated with, or under contract to, a health maintenance 
organization or medical services plan. 

 
3. Protected Individual 

 
“Protected individual” means a person who has been counseled 
regarding HIV infection, is the subject of an HIV-related test or 
who has been diagnosed as having HIV infection, AIDS or HIV-
related illness. 

 
4. Release of confidential HIV-related information 

 
“Release of confidential HIV-related information” means a written 
authorization for disclosure of confidential HIV-related 
information which is signed by the protected individual or a person 
authorized to consent to health care for the individual and which is 
dated and specifies to whom disclosure is authorized, the purpose 
for such disclosure and the time period during which the release is 
to be effective. A general authorization for the release of medical 
or other information is not a release of confidential HIV-related 
information, unless such authorization specifically indicates its 
dual purpose as a general authorization and an authorization for the 
release of confidential HIV-related information and complies with 
the requirements of this subdivision.  

 
5. School Medical Personnel 

 
“School medical personnel” means an employee of the Board who 
is a school nurse or the District medical adviser. 

 
B. Confidentiality of HIV-related Information 
 

1. All school staff must understand that no person who obtains 
confidential HIV-related information regarding a protected 
individual may disclose or be compelled to disclose such 
information.  Each person who has access to confidential HIV-
related information is responsible for ensuring that confidential 
HIV-related information is protected from disclosure and/or 
redisclosure. 

 
3. Confidential HIV-related information is not public information and 

any disclosure, other than to persons pursuant to a legally sufficient  
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release or to persons authorized by law to receive such information 
without a legally sufficient release, violates the law and Board 
policy. 

 
C. Accessibility of Confidential HIV-related Information 
 

1. No school staff member who obtains confidential HIV-related 
information may disclose or be compelled to disclose such 
information, except to the following: 

 
a) the protected individual, the protected individual’s legal 

guardian or a person authorized to consent to health care 
for such individual; 

b) any person who secures a release of confidential HIV-
related information; 

c) a federal, state or local health law officer when such 
disclosure is mandated or authorized by federal or state 
law; 

 
d) a health care provider or health facility when knowledge of 

the HIV-related information is necessary to provide 
appropriate care or treatment to the protected individual or 
when confidential HIV-related information is already 
recorded in a medical chart or record and a health care 
provider has access to such record for the purpose of 
providing medical care to the protected individual; 

e) a medical examiner to assist in determining cause of death; 
or 

f) any person allowed access to such information by a court 
order. 

 
D. Procedures  
 

1. If a school staff member, other than school medical personnel, is 
given confidential HIV-related information regarding a protected 
individual, who is also a student, from the student’s legal guardian 
or the student, the school staff member shall attempt to secure a 
release of confidential HIV-related information for the sole purpose 
of disclosing such information to school medical personnel.    

 
2. If a school medical personnel member is given confidential HIV-

related information regarding a protected individual, who is also a 
student, by a student’s legal guardian, or by the student, and the 
legal guardian or the student requests accommodations to the 
student’s program for reasons related thereto, the school medical 
personnel member shall inform the legal guardian or the student, if 
an eligible student, that a release of confidential HIV-related 
information is necessary before such information may be disclosed 
to other educational personnel capable of assessing the need for 
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and implementing appropriate accommodations to the student’s 
program.   

 
3. Any school staff member who obtains confidential HIV-related 

information from a source other than the protected individual or the 
protected individual’s legal guardian, shall keep such information 
confidential and shall not disclose such information. 

 
4. No school staff member may disclose confidential HIV-related 

information to other school staff members without first obtaining a 
release of confidential HIV-related information. 

 
5. Any record containing confidential HIV-related information shall 

be maintained in a separate file, and shall not be subject to the 
provisions of this policy regarding accessibility of general student 
records. 

 
6. If school medical personnel determine that the health and safety of the 

student and/or others would be threatened if a release of  
confidential HIV-related information is not obtained, the school 
medical personnel may seek a court order authorizing disclosure.  In 
such cases, such confidential HIV-related information may be 
disclosed as set forth in and subject to any limitation of such court 
order. 

 
E. Disclosures Pursuant to a Release 

 
1. Any disclosure pursuant to a release shall be accompanied by a 

notice in writing stating, “This information has been disclosed to 
you from records whose confidentiality is protected by state law.  
State law prohibits you from making any further disclosure of it 
without the specific written consent of the person to whom it 
pertains, or as otherwise permitted by said law.  A general 
authorization for the release of medical or other information is 
NOT sufficient for this purpose.” 

 
2. Oral disclosures must be accompanied or followed by the above 

notice within ten (10) days. 
 
3. Except for disclosures made to a federal, state or local health 

officer when such disclosure is mandated or authorized by federal 
or state law, a notation of all disclosures shall be placed in the 
medical record or with any HIV-related test result of a protected 
individual, who shall be informed of such disclosures on request. 

 
XIII. CHILD ABUSE REPORTING  
 
Nothing in this policy shall limit a mandated reporter’s responsibility to report suspected 
child abuse or neglect under the Board’s Child Abuse and Neglect Reporting Policy 
4118.25/4218/25. 
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XIV. RIGHT TO FILE A COMPLAINT 
 
FERPA affords parents and eligible students the right to file a complaint with the U.S. 
Department of Education concerning alleged failures by the school district to comply with 
the requirements of FERPA.  The name and address of the office that administers FERPA 
is: 

  
 Student Privacy Policy Office 
 U.S. Department of Education 
 400 Maryland Avenue, S.W. 
 Washington, DC  20202-8520 

 
Legal References: 
 

State Law: 
 
Conn. Gen. Stat. § 1-210 et seq. 
Conn. Gen. Stat. § 10-220h 
Conn. Gen. Stat. § 10-15b 
Conn. Gen. Stat. § 10-233d 
Conn. Gen. Stat. § 10-234aa 
Conn. Gen. Stat. § 10-234bb 
Conn. Gen. Stat. § 10-234cc 
Conn. Gen. Stat. § 10-234dd 
Conn. Gen. Stat. § 10-234ff 
Conn. Gen. Stat. § 10-234gg 
Conn. Gen. Stat. § 10-220d 
Conn. Gen. Stat. § 10-253 
Conn. Gen. Stat. § 17-16a 
Conn. Gen. Stat. § 17a-28 
Conn. Gen. Stat. § 17a-101k 
Conn. Gen. Stat. § 19a-581 et seq. 
Conn. Gen. Stat. § 46b-134 
 
Regs. Conn. State Agencies § 10-76d-18 
 
State Department of Education, Guidance on Civil Rights Protections and 
Supports for Transgender Students, June 2017 
 
State Department of Education, Guidance on Civil Rights Protections and 
Supports for Transgender Students: Frequently Asked Questions, June 
2017 
 
State Department of Education memorandum dated December 21, 2010, 
on school choice recruitment 

 
Office of the Public Records Administrator, Retention Schedule M8-
Education Records, Revised 2/2005, available at 
http://ctstatelibrary.org/wp-content/uploads/2015/07/M8.pdf 
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Federal Law: 
Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 1232g 
 
USA Patriot Act of 2001, Pub. L. No. 107-56 
 
Every Student Succeeds Act, Pub. L. No. 114-95 
 
Healthy, Hunger-Free Kids Act of 2010, Pub. L. No. 111-296 
 
The McKinney-Vento Homeless Education Assistance Act, 42 U.S.C. §§ 
11431 et seq., as amended by Every Student Succeeds Act, Pub. L. No. 
114-95. 
 
34 C.F.R. §§ 99.1 - 99.67 
34 C.F.R. § 106.45 
34 C.F.R. §§ 300.560 - 300.576 
Balancing Student Privacy and School Safety:  A Guide to the Family 
Educational Rights and Privacy Act for Elementary and Secondary 
Schools, U.S. Department of Education (October 2007), available at 
http://www.ed.gov/policy/gen/guid/fpco/ferpa/safeschools/. 
 

Approved:  November 21, 2023           NEW MILFORD PUBLIC SCHOOLS 
Revised:     March 18, 2025            New Milford, Connecticut 
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Series 5000          5125 R 
Students 

 
ADMINISTRATIVE REGULATIONS REGARDING 

CLASSIFICATION OF EDUCATION RECORDS 
 

The New Milford Public Schools (the “District”) will appoint a Custodian of Records who will 
ensure that education records are kept as follows: 
 
A. CATEGORY “A” RECORDS: 
 

1. Category A includes official administrative records that constitute the minimum 
personal data necessary for the operation of the educational system.  

 
2. Category A records shall be maintained for at least fifty (50) years after the student 

leaves the District or graduates. 
 

3. All Category A records created by the District shall include the student’s state-
assigned student identifier (SASID). 

 
4. Notice of a student’s suspension or expulsion shall be expunged from the student’s 

cumulative education record if the student graduates from high school, except for 
notice of an expulsion of a student in grades nine through twelve, inclusive, based 
upon possession of a firearm or deadly weapon.   

 
5. *In cases where a student is suspended or expelled for the first time, and the 

Administration or the Board, respectively, has shortened or waived the period of 
suspension or expulsion in accordance with the Board’s disciplinary policy relating to 
first time offenses, the Administration or the Board, respectively, may choose to 
expunge such notice of suspension or expulsion from the student’s cumulative record 
at the time the student completes the specified program and any other conditions 
imposed by the Administration/Board, rather than upon graduation.  The Board may 
choose to expunge an expulsion notice from a student’s cumulative record prior to 
graduation if such student has demonstrated to the Board that the student’s conduct 
and behavior in the years following such expulsion warrants an expungement.  Should 
the notice be expunged in accordance with one of these provisions, a record of the fact 
that the student had been suspended or expelled shall be maintained apart from the 
student’s cumulative record, for the limited purpose of determining whether any 
subsequent offenses by the student would constitute the student’s first suspension or 
expulsion. 

 
6. Category A records shall include, at a minimum, the following:  

 
RECORD LOCATION 

a. Basic biographical information 
 
 
 
 
 
  

Cumulative/Health File 

b. Academic achievement (grades/transcripts) Cumulative File 

c. Date of high school graduation  
or equivalent 

Cumulative File 
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d. Records of immunizations Cumulative/Health/Pupil 
Personnel File 

e.  Attendance records (days 
absent/present/tardy) 

Cumulative File 

f.  *Notice of Expulsion for Firearm or Deadly 
Weapon (C.G.S. §§ 10-233c(e), 10-233d(f)) 

Cumulative File 

 
 
B. CATEGORY “B” RECORDS 

 
1. This includes verified information for the formulation of education programs for all 

students, but not absolutely necessary over an indefinite period of time.   
 

2. Data in Category B must be accurate, clearly understood, and verified before 
becoming part of any continuing record.  There should be no anonymous entries in a 
student’s education record.   

 
3. Category B records must be maintained for at least six (6) years after the student 

leaves the District or graduates from high school.   
 
4. Notice of a student’s suspension or expulsion shall be expunged from the student’s 

cumulative education record if the student graduates from high school, except for 
notice of an expulsion of a student in grades nine through twelve, inclusive, based 
upon possession of a firearm or deadly weapon.   

 
5. *In cases where a student is suspended or expelled for the first time, and the 

Administration or the Board, respectively, has shortened or waived the period of 
suspension or expulsion in accordance with the Board’s disciplinary policy relating to 
first time offenses, the Administration or the Board, respectively, may choose to 
expunge such notice of suspension or expulsion from the student’s cumulative record 
at the time the student completes the specified program and any other conditions 
imposed by the Administration/Board, rather than upon graduation.  The Board may 
choose to expunge an expulsion notice from a student’s cumulative record prior to 
graduation if such student has demonstrated to the Board that the student’s conduct 
and behavior in the years following such expulsion warrants an expungement.  Should 
the notice be expunged in accordance with one of these provisions, a record of the fact 
that the student had been suspended or expelled shall be maintained apart from the 
student’s cumulative record, for the limited purpose of determining whether any 
subsequent offenses by the student would constitute the student’s first suspension or 
expulsion. 

 
6. Records containing information pertaining to child abuse/neglect referrals or reports, 

or containing confidential HIV-related information, should be kept separate from the 
student’s cumulative folder, in confidential files. 

 
7. Confidential HIV-related information contained in the confidential file should only be 

disclosed pursuant to District policy. 
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8. Information contained in documents related to any Department of Children and 
Families (“DCF”) child abuse and/or neglect investigation, or any such investigation 
conducted by local law enforcement officials, shall be kept confidential in a central 
location.  Such records shall only be disclosed in accordance with the Board’s policy 
regarding Confidentiality and Access to Education Records. 

 
9. Category B records shall include the following (if applicable): 

 

RECORD LOCATION 

a. Child-Study Team Records / Student Assistance 
Team Records 

  

Cumulative/Pupil Personnel File 

b. Standardized group test scores (CAPT, CMT 
etc.) 

 
 
 
 
      

Cumulative/Pupil Personnel File 

c. Diagnostic reading/math test results 
 (not special education) 

Cumulative File 

d. Educational and/or vocational interest Cumulative File 

e. Speech/language and hearing evaluations 
(not special education) 

Cumulative/Health File 

f. Comprehensive health records  Cumulative/Health/Pupil  
Personnel File 

g. Correspondence relating to the student Cumulative/Health/Pupil  
Personnel File 

h. Suspensions/expulsions, and the Individualized 
Learning Plan implemented for an expelled 
student, which shall include the student’s state-
assigned student identifier (SASID)  

Cumulative File* 

i. Parent/eligible student’s signed  
release forms  

Cumulative/Health/Pupil  
Personnel File 

j. Truancy Records (including record of parent 
conferences and referrals ) 

Cumulative File 

k. Child Abuse/Neglect Forms CONFIDENTIAL FILE IN 
CENTRAL LOCATION 

l. Reports Containing Confidential  
HIV-Related Information 

CONFIDENTIAL FILE 

m.  Awards Cumulative File 

n.  Diagnostic test results (non special education) Cumulative File/Pupil Personnel 
File 
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RECORD LOCATION 

o.  Extracurricular Activities Cumulative File 

p.  Letters of Recommendation Cumulative File 

q.  Parent’s/Eligible Student’s signed release forms 
(permitting disclosure of records) 

Cumulative File/Health/Pupil 
Personnel File 

r. Diploma (if not picked up by student) Cumulative File 

s.  Accident Reports Cumulative File 

t.  Basic school entrance health histories Cumulative/Health File 

u.  Cumulative Health Record (CHR-1, original or 
copy) 

Health File (*copy remains with 
district/original follows student) 

v. Individualized Health Care Plans / Emergency 
Care Plans 

Cumulative/Health/Pupil Personnel 
File 

 w.  Health Assessment Records (HAR-3) Health File 

x.  Incident Reports Cumulative File 

y.  Medication administration records (*6 yrs OR 
until superseded by yearly summary on CHR-
1), which shall include the student’s state-
assigned student identifier (SASID) 

Health File 

z.  Parent authorization for medications/treatments Health File 

aa.  Physician’s orders for medications treatments Health File 

bb.  Referral forms for services based on results of 
mandated screenings 

Health/Pupil Personnel File 

cc.  Sports histories and physical-examination 
reports 

Health File 

dd.  Nursing Records (Health assessment data; 
Nursing process notes; 3rd party health records) 

Health File 

ee. Correspondence to parents related to verified 
acts of bullying; intervention plans and safety 
plans, as may be required under state law 

Cumulative File 
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C. CATEGORY “C” RECORDS – SPECIAL EDUCATION 
 

1. Category C includes verified information necessary for the formulation of prescriptive 
educational plans designed to meet the unique needs of selected students.   

 
2. Category C information should be kept separate from the student’s cumulative folder, in 

the Pupil Personnel File. 
 

3. Category C records must be maintained for at least six (6) years after the student leaves 
the District or graduates from high school.   
 

4. Prior to the destruction of Category C information, notification to parents and/or eligible 
students via media will be made and opportunity provided to copy said records. 

 
Category C shall include (where applicable): 

 

RECORD LOCATIONS 

a. PPT referral forms Pupil Personnel File 

b. School counselor case records Cumulative/ Pupil 
Personnel File 

c. School psychologists case records 
 Cumulative/Pupil 

Personnel File 
d. School social-work case records  

 Cumulative/Pupil 
Personnel File 

e. School speech/language pathology case records  Cumulative/Pupil 
Personnel File 

f.  Section 504 Records  Cumulative/Pupil 
Personnel File 

 

 

g. Special Education assessment/evaluation reports  Pupil Personnel File 

h. Due process records (including complaints, mediations, 
and hearings) Pupil Personnel File 

i. Individual Transition Plan Pupil Personnel File 

j. Individualized Education Program (“IEP”) Records Pupil Personnel File 

k. Planning and Placement Team (“PPT”) records 
(including notices, meetings, consent forms) Pupil Personnel File 

l. Individualized Family Service Plans (“IFSPs”) Pupil Personnel File 
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m. Incident Reports of Seclusion Pupil Personnel File 

n. Incident Reports of Physical Restraint Pupil Personnel File 
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D. CATEGORY “D” RECORDS  
 

1. Category D records must be maintained for minimum retention period specified below.   
 

Category “D” shall include (if applicable): 
 
 
RECORD 

 
MINIMUM 
RETENTION 
REQUIRED 
 

 
 
LOCATION 

a.  Sports Contract/Student Contract 
(including signature sheet for student 
handbook) 

End of school year in 
which signed 

Cumulative File 

b.  Permission slips / waivers 3 years Cumulative File 
 

c.  Free/reduced meal application and 
documentation 

3 years Cumulative File 

d.  Annual Notification to Parents 
(Student behavior and Discipline, Bus 
Conduct, Electronic Communications 
Systems, and the National School 
Lunch Program) 

1 year Cumulative File 

e.  Adult education Registration 
Records 

3 years or until audited, 
whichever comes first 

Cumulative File 
 
 

f.  After school program registration 
records 

1 year Cumulative File 
 

g.  Pesticide application notification 
registration form 

5 years Cumulative File 

h.  School registration records 
including residency documentation 

3 years or until audited, 
whichever comes later 

Cumulative File 
 

i.  Student portfolio work (student 
produced work for grading 
assessment) 

End of year in which 
student received grade 

May be Maintained by 
Individual Teachers 
 

j.  Tardy slips from parents/guardians End of school year Cumulative File 
k.  Physician’s Standing orders Permanent; revise as 

required.  Keep old copy 
separately. 

Health File 

l. Student’s emergency information 
card 

Until superseded or 
student leaves school 
district 

Cumulative/Health File 

m. Test Protocols Discretion of district Cumulative/Pupil 
Personnel File 

n.  Surveillance videotapes made on 
school bus (if maintained by District) 

2 weeks N/A 

o.  Log of access to education records Maintained for same 
retention period as 
required for the record 

Cumulative/Health/Pupil 
Personnel 
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p. Title IX records and documentation 7 years from date of 
creation 

Cumulative/Other File as 
Designated by the 
Administration 

 
 
E. DURATION OF EDUCATION RECORDS 
 

1. Records shall be destroyed in accordance with District policy and the Records 
Retention Schedule of the Public Records Administrator. 

 
2. Records may be maintained for longer periods of time whenever valid cause for 

the retention of records is shown to the custodian of records. 
 
3. Notwithstanding the applicable retention schedule, the District shall not destroy 

any education record if a parent or eligible student has an outstanding request to 
inspect and review the education record. 

 
 
F. MAINTENANCE OF EDUCATION RECORDS OF TRANSGENDER AND 
 GENDER NON-CONFORMING STUDENTS 
 

1. The Administration shall comply with all processes and procedures relative to the 
amendment of education records when presented with a request to change a 
student’s name, gender, or any other information contained in education records. 

 
2. If the Administration changes the name and/or gender in a transgender or gender 

non-conforming student’s education record, all education records containing the 
student’s birth name and gender shall be maintained, if so required under federal 
and/or state law and regulations, separately from other education records and in a 
strictly confidential location and manner.   

 
G. RESPONSIBILITY FOR MAINTENANCE OF EDUCATION RECORDS 
 

1. The Director of Student Services is the Custodian of Records. 
 
2. In addition, the following personnel are designated as the guardians of records for 

each of the schools: 
 

a) Categories A, B & D: Principal at each school. 
 
b) Category C: Case Manager at each school. 
 
c) With respect to confidential HIV-related information, if the Principal is a recipient 

of an HIV-related disclosure, the Principal shall be the guardian of records.  If not, 
whoever was the recipient of the HIV-related disclosure shall be the guardian of 
the records.   

 
d) With respect to child abuse and neglect investigation material, the Superintendent 

of Schools or designee shall be the guardian of the records.  
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e) With respect to Title IX records and documentation, the District’s Title IX 
Coordinator shall be the guardian of the records. 

 
3. The chief custodian of records will annually list for public inspection the names and 

positions of the custodians of records in each of the schools. 
 
4. Each of the custodians of records shall supply parents, on request, a list of the types 

and locations of education records collected, maintained, or used within the District. 
 
5. The custodians of records is responsible for ensuring compliance with the 

confidentiality and access provisions of this Board policy and these administrative 
regulations. 

 
Regulation approved: March 18, 2025      NEW MILFORD PUBLIC SCHOOLS 
Regulation Revised:            New Milford, Connecticut 
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          Appendix A 
 

Model Notification of Rights 
Under FERPA for Elementary and Secondary Institutions 

 
[NOTE:  Under the procedures outlined in the policy, the following information will be 
disclosed on an annual basis to parents of students currently in attendance, or eligible 
students currently in attendance.]  
 
 The Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 1232g, et seq., 
affords parents and eligible students (i.e., students over 18, emancipated minors, and those 
attending post-secondary educational institutions) certain rights with respect to the student’s 
education records.  They are: 
 
 (1) The right to inspect and review the student’s education records within forty-five 
(45) calendar days of the day the District receives a request for access. 
 

Parents or eligible students should submit to the school principal a written request that 
identifies the record(s) they wish to inspect.  The principal will make arrangements for access 
and notify the parents or eligible student of the time and place where the records may be 
inspected. 
 
 (2) The right to request the amendment of the student’s education records that the 
parents or eligible student believe are inaccurate or misleading, or otherwise violate the student’s 
privacy rights. 
 
 Parents or eligible students who wish to ask the District to amend a record should write 
the school principal, clearly identify the part of the record the parents or eligible student want 
changed, and specify why it should be changed. 
 
 If the District decides not to amend the record as requested by the parents or eligible 
student, the District will notify the parents or eligible student of the decision and advise them of 
their right to a hearing regarding the request for amendment.  Additional information regarding 
the hearing procedures will be provided to the parents or eligible student when notified of the 
right to a hearing. 
 
 (3) The right to privacy of personally identifiable information in the student’s 
education records, except to the extent that FERPA authorizes disclosure without consent. 
 
 One exception that permits disclosure without consent is disclosure to a school official 
with legitimate interests.  A school official is a person employed by the District as an 
administrator, supervisor, instructor or support staff member (including health or medical staff 
and law enforcement unit personnel); the District’s Title IX Coordinator; a person serving on the 
Board of Education; a person or company with whom the District has outsourced services or 
functions it would otherwise use its own employees to perform (such as an attorney, auditor, 
medical consultant, or therapist); or a parent or student serving on an official committee, such as 
a disciplinary or grievance committee; or a parent, student, or other volunteer assisting another 
school official in performing the official’s tasks.  A school official has a legitimate educational 
interest if the official needs to review an education record in order to fulfill their professional 
responsibilities.  The District’s Title IX Coordinator has a legitimate educational interest when 
performing the functions of their professional duties.  
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 Upon request, the District discloses a student’s education record without consent to 
officials of another school, including other public schools, charter schools, and post-secondary 
institutions, in which the student seeks or intends to enroll, or is already enrolled if the disclosure 
is for purposes of the student’s enrollment or transfer. Further, and in accordance with state and 
federal law and guidance, the District may disclose education records to another school for 
enrollment purposes, which may include exploration of educational placement options by the 
District or educational placement decisions made by a planning and placement or Section 504 
team, or in order to explore placement options for the provision of alternative educational 
opportunities. 
 
 (4) The right to file a complaint with the U.S. Department of Education concerning 
alleged failures by the District to comply with the requirements of FERPA.  The name and 
address of the office that administers FERPA is: 
 
  
 Student Privacy Policy Office 
 U.S. Department of Education 
 400 Maryland Avenue, S.W. 
 Washington, DC 20202-8520 
 
 Note:  In addition, a school district may want to include a directory information 
public notice, as required by the regulations, 34 CFR § 99.37, with its annual notification of 
rights under FERPA.  The following two paragraphs are recommended for inclusion and 
must be included in the annual notification if the school district wants to be able to disclose 
“Directory Information” under II.B of the Student Records Policy: 
 

Unless notified in writing by a parent or eligible student to the contrary within two weeks 
of the date of this notice, the District will be permitted to disclose “Directory Information” 
concerning a student, without the consent of a parent or eligible student.  Directory Information 
includes information contained in an education record of a student that would not generally be 
considered harmful or an invasion of privacy if disclosed.  It includes, but is not limited to, the 
parent’s name, address and/or e-mail address, the student’s name, address, telephone number, e-
mail address, photographic, computer and/or video images, date and place of birth, major field(s) 
of study, grade level, enrollment status (full-time; part-time), participation in school-sponsored 
activities or athletics, weight and height (if the student is a member of an athletic team), dates of 
attendance, degrees, honors and awards received, the most recent previous school(s) attended and 
student identification numbers for the limited purposes of displaying a student identification card.  
The student identification number, however, will not be the only identifier used when obtaining 
access to education records or data.  Directory information does not include a student’s social 
security number, student identification number or other unique personal identifier used by the 
student for purposes of accessing or communicating in electronic systems unless the identifier 
cannot be used to gain access to education records except when used in conjunction with one or 
more factors that authenticate the user’s identity, such as a PIN or password. 

 
The District may disclose directory information about students after they are no longer in 

enrollment in the District.  Notwithstanding the foregoing, the District will continue to honor any 
valid objection to the disclosure of directory information made while a student was in attendance 
unless the student rescinds the objection. 
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An objection to the disclosure of directory information shall not prevent the District from 
disclosing or requiring a student to disclose the student’s name, identified or institutional email 
address in a class in which the student is enrolled.  Parents and/or eligible students may not use 
the right to opt out of directory information disclosures to prohibit the District from requiring 
students to wear or display a student identification card. 

 
The written objection to the disclosure of directory information shall be good for only one 

school year.  School districts are legally obligated to provide military recruiters and institutions 
of higher learning, upon request, with the names, addresses and telephone numbers of secondary 
school students, unless the secondary student or the parent of the student objects to such 
disclosure in writing.  Such objection shall be in writing and shall be effective for one school 
year.  In all other circumstances, information designated as directory information will not be 
released when requested by a third party unless the release of such information is determined by 
the administration to be in the educational interest of the District and is consistent with the 
District’s obligations under both state and federal law. 
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Model Notification of Data Sharing Agreements Under Conn. Gen. Stat § 10-234bb(g) 
 
[NOTE: This notice must be sent on or before September 1 of each school year] 
 
 
Pursuant to the requirements of Conn. Gen. Stat. § 10-234bb(g), the New Milford Board of 
Education (the “Board”) maintains and updates an Internet website with information relating to 
all contracts into which it has entered for which a contractor may gain access to student records, 
student information, or student-generated content (collectively, “student data”).  The address of 
the Internet website is www.newmilfordps.org .  The Internet website includes copies of these 
contracts, and notices regarding each contract that include (1) the date the contract was executed, 
(2) a brief description of the contract and the purpose of the contract and (3) what student data 
may be collected as a result of the contract.  
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RELEASE OF CONFIDENTIAL HIV-RELATED INFORMATION 
 

 
 I hereby authorize ________[name of individual who holds the information]________, to 
release confidential HIV-related information, as defined in Conn. Gen. Stat. § 19a-581, 
concerning _______[name of protected individual]_____, to the following personnel: 
 
_____ 1) School Nurse 
 
_____ 2) School Administrator(s) 
 
   a) ____________________ 
 
   b) ____________________ 
 
_____ 3) Student’s Teacher(s) 
 
   a) ____________________ 
 
   b) ____________________ 
 
_____ 4) Paraprofessional(s) 
 
_____ 5) Director of Pupil Personnel Services 
 
_____ 6) Other(s) 
 
   a) ____________________ 
 
   b) ____________________ 
 
 This authorization shall be valid for  
 
_____ 1) The student’s stay at _________________ School. 
 
_____ 2) The current school year. 
 
_____ 3) Other _________________ 
   specify period 
 
 
I provide this information based on my responsibility to consent for the health care of 
_____________.  I understand that such information shall be held confidential by the persons  

88



authorized here to receive such information, except as otherwise provided by law. 
 
 

___________________________ 
[Name] 

 
____________________________ 

[Relationship to Student] 
 

____________________________ 
[Date] 
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TRANSFER OF CONFIDENTIAL STUDENT INFORMATION 
    
Date:  ___________________       
                                                                                                                                     

 Pursuant to the Family Educational Rights and Privacy Act (“FERPA”), I hereby authorize the New Milford 
Public Schools to release and/or obtain (please circle) the following confidential records regarding my child for 
the purpose of ______________________________________________: 

 
Name of Child: _____________________________________________ 
Address:  _____________________________________________ 
   _____________________________________________ 
   _____________________________________________ 
   _____________________________________________ 
DOB:  __________________ 
 
Parent(s)/Guardian(s):_________________________________________ 
School:  _____________________________________________ 
 

(Please check all that apply) 
               Obtain        Release      
All Records         □     □     
Cumulative File       □     □    
Pupil Personnel/Special Education    □     □    
Disciplinary       □     □    
Health/Medical*        □     □    
Other (please specify)         □     □    
_______________________________ 
 
_______________________________ 
 
_______________________________ 

 
To/From: _______________________________________________________________________ 
                                     Name                                                                                                               
Address: ________________________________   ______________________   _______________ 
                                 Street                                  Town                                State/Zip Code 
 
Telephone: (_______)________________       Fax:  (________)_______________________ 
 
I understand that the information to be disclosed is protected as an “education record” under FERPA, and that such 
information shall not be redisclosed unless permitted under FERPA.  I further understand that the officers, employees, 
and agents of any party that receives protected information under FERPA may use such information only for purposes 
for which the disclosure is made. 
 
 
 
___________________________________   ____________________ 
Signature of Parent/Guardian       Date 
 
___________________________________ 
Print Name of Parent/Guardian 

 
 

90



*************************************************************************************** 
If this authorization is being used to obtain Protected Health Information from a child’s physician or 
other covered entity under HIPAA, the following section must also be completed: 
 
I, the undersigned, specifically authorize _______________________________ to disclose my child’s 
Name of Physician  
 
medical information, as specified above, to my child’s school district, 
________________________________,  
Name of School 
 
at the above address for the purposes described below (i.e. health assessment for school entry, special 
education evaluation etc.): 
 
___________________________________________________________________________________ 
 
By signing below, I agree that a photocopy of this authorization will be valid as the original.  This 
authorization will be valid for a period of one year from the date below.  I understand that I may revoke this 
authorization at any time by notifying the physician’s office in writing, but if I do, it will not have any effect 
on actions taken by the Physician prior to receiving such revocation. 
 
I understand that under applicable law, the information disclosed under this authorization may be subject to 
further disclosure by the recipient and thus, may no longer be protected by federal privacy regulations. 
 
I understand that my child’s treatment or continued treatment with any health care provider or enrollment or 
eligibility for benefits with any health plan may not be conditioned upon whether or not I sign this 
authorization and that I may refuse to sign it. 
 
Any information received by the school district pursuant to this authorization is subject to all applicable 
state and federal confidentiality laws governing further use and disclosure of such information. 
 
*************************************************************************************** 
___________________________________   ____________________ 
Signature of Parent/Guardian       Date 
 
___________________________________ 
Print Name of Parent/Guardian 
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Note: Under current law, boards of education must establish a district curriculum 
committee responsible for recommending, developing, reviewing, and approving all 
curriculum for the district. Boards of education are also required to make approved 
curriculum and associated materials available to parents and guardians. Pursuant to 
Public Act 25-174, beginning with the 2026-2027 school year, and each school year 
thereafter, boards of education are required to post the objectives and scope and 
sequence of all approved curriculum on their website. This policy has been revised to 
reflect this new requirement.  
 
 
Series 6000                   6147 
Instruction 
 

PARENTAL ACCESS TO INSTRUCTIONAL MATERIAL 
 

In accordance with federal law, state law, and New Milford Board of Education 
(the “Board”) policy, parents or guardians shall be permitted access to instructional 
material used as part of the educational curriculum for any student and all curriculum 
approved by the Board’s curriculum committee established pursuant to section 10-220 of 
the Connecticut General Statutes and all associated curriculum materials (“Curriculum”).  
Curriculum does not include academic tests or academic assessments.    

 
Beginning with the 2026-2027 school year, and each school year thereafter, the 

Board shall post the objectives and scope and sequence of all approved curriculum on its 
website.   
 

"Instructional Material" means any instructional content that is provided to a 
student, regardless of its format, including printed or representational materials, audio-
visual materials, and materials in electronic or digital formats (such as materials 
accessible through the Internet).  The term does not include academic tests or academic 
assessments. 
 

Upon request, the district shall permit parents or guardians to inspect any 
Instructional Material and Curriculum.  The district shall grant reasonable access to 
Instructional Material and Curriculum within a reasonable period of time after a request 
is received from a parent or guardian.  
 
Legal Reference: 
 
 Federal Law: 
 

Elementary and Secondary Education Act of 1965, 20 U.S.C. § 1232h, as 
amended by the Every Student Succeeds Act, Pub. L. 114-95 

 
 State Law: 
  

Conn. Gen. Stat. § 10-220, Duties of Boards of Education 
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Public Act 25-174, “An Act Authorizing and Adjusting Bonds of the State 
and Concerning Grant Programs, State Grant Commitments for School 
Building Projects, Revisions to the School Building Projects Statutes and 
Various Provisions Revising and Implementing the Budget for the 
Biennium Ending June 30, 2027.”  
 

Approved:  November 21, 2023      NEW MILFORD PUBLIC SCHOOLS  
Revised:             New Milford, Connecticut 
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Note: State law requires boards of education to permit curricular exemptions for five 
specific areas of instruction, in accordance with statutory requirements. (The fifth 
curriculum is Firearm Safety, and it is not part of the district’s curriculum.) These 
state laws remain unchanged.   
 
In a decision issued earlier this year by the U.S. Supreme Court, Mahmoud v. Taylor, 
145 S.Ct. 2332 (2025), the Court ruled in favor of parents alleging that their free 
exercise rights were violated when a local school board in Maryland refused to permit 
excusal of their children from certain instruction. While the Court’s holding is 
narrow in scope, school officials must now consider parent requests for excusal from 
instruction when they claim that instruction in certain topics burdens the religious 
upbringing of their children. We have revised this policy to clarify that school district 
administration will consider requests for excusal that fall outside the five mandatory 
areas of exemption in accordance with applicable law. 
 
 
Series 6000         6142.1 
Instruction 
 

CURRICULAR EXEMPTIONS 
 
Mandatory Curricular Exemptions: 
 
Upon the written request of a parent or guardian received by the school district prior to 
planned instruction in the areas set forth below, the New Milford Board of Education (the 
“Board”) shall permit curricular exemptions for instruction in the following areas: 
 
1. Dissection;  
2. Family life education; 
3. HIV/AIDS; or 
4. Sexual abuse and assault awareness and prevention program. 
 
Definitions: 
 
“Dissection instruction” is defined as instruction in which a student must participate in, or 
observe, the dissection of any animal.  
 
“Family life education instruction” is defined as instruction pertaining to family planning, 
human sexuality, parenting, nutrition and the emotional, physical, psychological, hygienic, 
economic and social aspects of family life.   
 
“HIV/AIDS instruction” is defined as ongoing and systematic instruction on Acquired 
Immune Deficiency Syndrome (AIDS) offered by the district pursuant to state law. 
 
“Sexual abuse and assault awareness and prevention program” is defined as the state-wide 
program identified or developed by the Department of Children and Families, in 
collaboration with the Department of Education and Connecticut Sexual Assault Crisis 
Services, Inc. (or a similar entity) that includes age-appropriate educational materials 
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designed for children in grades kindergarten to twelve, inclusive, regarding child sexual 
abuse and assault awareness and prevention that may include, but not be limited to, (A) the 
skills to recognize (i) child sexual abuse and assault, (ii) boundary violations and unwanted 
forms of touching and contact, and (iii) ways offenders groom or desensitize victims, and 
(B) strategies to (i) promote disclosure, (ii) reduce self-blame, and (iii) mobilize 
bystanders. 
 
Written Request for Mandatory Exemption: 
 
Parents who wish to exercise such exemptions must notify the building principal in writing 
in advance of the instruction to be provided. 
 
Other Curricular Exemptions: 
 
The Board does not require teachers to exempt students from any aspect of the curriculum 
except as the law may require.  Parents who wish to request a curricular exemption other 
than those noted above must notify the building principal in writing in advance of the 
instruction to be provided.  The school district administration will consider whether to 
permit a requested exemption in accordance with applicable law. 
 
Alternative Assignments: 
 
1. Any student excused from participating in, or observing, the dissection of any animal as 
part of classroom instruction shall be required to complete an alternate assignment to be 
determined by the teacher. 
 
2.  Any student excused from participating in the sexual abuse and assault awareness and 
prevention program shall be provided, during the period of time in which the student 
would otherwise be participating in such program, an opportunity for other study or 
academic work as determined by the teacher. 
 
3. Any student excused from any other aspect of the curriculum may be required by the 
teacher to complete an alternative assignment as determined by the teacher. 
 
 
Legal References: 
 
Conn. Gen. Stat. § 10-16c   
Conn. Gen. Stat. § 10-16e 
Conn. Gen. Stat. § 10-18c  
Conn. Gen. Stat. § 10-18d   
Conn. Gen. Stat. § 10-19(b) 
Conn. Gen. Stat. § 17a-101q  
 
Mahmoud v. Taylor, 145 S. Ct. 2332 (2025) 
 
Approved:   October 18, 2022          NEW MILFORD PUBLIC SCHOOLS 
Revised:             New Milford, Connecticut  
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Series 6000         6142.1 
Instruction 

 
NEW MILFORD BOARD OF EDUCATION 

Curricular Exemption Request Form 
 
 
I request that my child be exempted from instruction in the following areas: 
 
Check all that apply: 
 
1. Dissection                        ___ 
2. Family life education         ___ 
3. HIV/AIDS                       ___ 
4. Sexual abuse and assault awareness and prevention program ___ 
 

 
I recognize that teachers may require my child to complete alternative assignments in lieu 
of the curricular instruction planned in the area of exemption. 
 
This form must be completed annually and returned to the school principal by 
___________________. 
Date 
 
 
  
Name of Student (Please Print)   

    
Parent’s/Guardian’s Signature  Date  

Or     
Student’s Signature (if 18 years of age)  Date 
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