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This Information Sheet for Students and Parents provides instructions on how you 
can use the “Directory and Recruiter Information Opt-Out Form” to prevent the 
release of your child’s student directory information. An Opt-Out Form is enclosed 
for your convenience.

The Family Educational Rights and Privacy Act (FERPA), Illinois School Student Records (ISSRA), and 
Chicago Board of Education Policy 706.3 Parent and Student Rights of Access to and Confidentiality of 
Student Records require that Chicago Public Schools (CPS) obtain your written consent before disclosing 
personally identifiable information from your child’s education records, with certain exceptions. The 
Chicago Public Schools may disclose “directory information” without written consent, unless you have 
advised the District that you do not want the information shared by using the form attached. This form 
is to be turned in at time of enrollment and by December 1st.

Who will have access to this directory information?

CPS may share directory information with third parties (such as city agencies or educational service 
providers) who have an educational interest in the information and request it. All requests from external 
parties related to research are reviewed by the CPS School Quality Measurement & Research or the CPS 
Office of College and Career Success to ensure the request is in the interest of students.

What is directory information?

Directory information is information that is generally not considered harmful or an invasion of privacy 
if released. CPS has designated the following as directory information: student’s name; parents’ 
names; home address; home telephone number; date of birth; grade level; dates of attendance; school 
photographs; and most recent CPS school attended.

How do I complete the CPS Directory Information Opt-Out Program Process?

A parent/guardian or student age 18 or older must complete this form and return it to the school clerk 
annually at time of enrollment/registration. The completed opt-out form must be returned to the school 
no later than December 1 annually. If you have more than one child attending CPS, you must submit a 
separate request for each child. The Opt-Out Form requires a student identification number. Please make 
sure you record the 8-digit ID number on the form accurately.

For parents/guardians of JUNIORS and SENIORS ONLY:

By law, if military recruiters request contact information (name, address, phone number) for 11th- or 12th-
grade students, CPS is required to provide that information unless you choose to block it. Colleges and 
universities also may request student information. Using the Chicago Public Schools Opt-Out form, you 
may block the release of your contact information to military recruiters, or to colleges and universities, 
or to both.

Having your name placed on the Opt-Out list does not in any way limit your ability to request your school 
to send a transcript or any other material on your behalf to a college or university, a military recruiter, or 
others, upon request.

Questions or Concerns?

If you have questions about CPS policy related to the release of student information to third parties, 
recruiters, or universities please contact policy@cps.edu.

August 2023 | Department of Policy and Procedures

Directory and Recruiter Opt-Out 
Information Sheet

mailto:policy%40cps.edu?subject=


30

DO NOT disclose my child’s directory information to any external party without my prior consent.

DO NOT disclose my child’s directory information to military recruiters without my prior consent.

DO NOT disclose my child’s directory information to colleges and universities without my prior consent.

COMPLETE THIS FORM ONLY IF YOU ARE OPTING OUT OF ANY OF THE CHOICES PROVIDED.

Dear Student, Parent or Guardian:

You have the right to inspect and copy your student’s records, challenge the contents of 
such records, and limit your consent to the designated records or designated portions of 
information within the records.

If you DO NOT want directory information disclosed, complete this form and return it to the 
school clerk at time of enrollment/registration. If you do not submit a completed Opt-Out 
Form, your child’s directory information may be provided to recruiters and external parties 
by CPS upon their request. If you submit this form but do not check at least one box, your 
child’s directory information may be provided to recruiters and external parties upon their 
request. If you have more than one child attending CPS, you must submit a separate request 
for each child.

FOR HIGH SCHOOL JUNIOR AND SENIOR STUDENTS ONLY
You may block the release of your contact information specifically to military recruiters, 
colleges and universities, or both by checking the boxes below.

Relationship to Student : Select one

Signature

SELF PARENT GUARDIAN

School Name

Student ID Number (8 digits):  
This is required

Date

please print or type: 
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Student Last Name First Name Middle Name

FOR ALL ELEMENTARY, MIDDLE AND HIGH SCHOOL STUDENTS

Last Name First Name Middle Name

CUMULATIVE FOLDER

Must have an original signature; an electronic signature is not acceptable.
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