TRANSCRIPT RELEASE FORM

This form must be completed and signed by the student and parent if the student is under 18.  A separate form must be completed for each transcript requested.

The Guidance Office requires a two week turn around.
I have read and understand the information below and hereby give my consent for the release of the records of :

Last Name




First Name


Middle Initial

SEND TO: (Name of school or scholarship)

______________________________








Parent’s Signature (req. if student is 

___________________________________

   under 18)

___________________________________

___________________________________

______________________________








Student’s signature

Major you plan to study:

___________________________________

Application Deadline: ___________

___________________________________

Date Received:



Discipline Issues Released:



Date Counselor Received: 


Principal Signature: 




Date Mailed: 




Send:
Yes   No PSAT, SAT, ACT Scores

Yes  No PSSA Scores

[image: image1.jpg]



APPLICATION/SCHOLARSHIP CHECKLIST











Yes
No

Did you apply on-line?









Have you signed and dated the application?






Have you sent your application fee?







Do you need letters of recommendation mailed? 





(It is your responsibility to acquire these letters)

Is a Guidance Counselor letter or recommendation required?



(Have you asked your Guidance Counselor?)
Letter of recommendation coming from:



School District Regulations Governing Release of Student Information:  The following is taken from the official policy of the Troy Area School District.

Category A  Information includes minimum personal data considered necessary for the education system to operate effectively: (name, address, telephone number, birth date, sex, date of entry and withdrawal, locating information for parents), attendance record, grades, class rank, achievement test scores, students’ participation in activities and awards, progress reports.

Category B  Information includes photograph, IQ test scores, interest surveys, autobiographies, religion, race, occupation of parents, ratings and evaluation reports from school personnel, copies of referrals, correspondence to parents and juvenile authorities dealing with verified problems the student has had in school, health, records, suspension notices.

Category C  Information is personal information which is not verified and which may be needed for the present.  It is discarded at the end of each year.

Troy Area School District may, without consent of students or parents, release a student’s permanent record including categories “A” and  “B” but not “C” to, among others, officials of other school districts in which the student plans to enroll, provided the student’s parents have been contacted to verify the transfer.

Troy Area School District will not divulge, except with written consent from the student (if 18 or older) of their parents (if the student is under 18), or except with a subpoena any information contained in school records except to education officials. 

Each matter of request for consent for the release of records must be handled separately.  Blank permission may not be solicited.  This means:  The Troy High School Guidance Office must have individual written consent to release each transcript.


