Career Point College

FERPA (Family Educational Rights and Privacy Act)

FERPA sets limits on the disclosure of personally identifiable information from school records, and defines the rights of the student to review the records and request a change to the records.

A.
The School Director and staff are required to annually notify students of the rights under FERPA, including what Career Point College hereafter known as the COLLEGE considers being directory information.

B.
The notification must include the procedure for exercising their rights to inspect and review education records.  The COLLEGE will utilize the model notification developed by ED at 

www.ed.gov/policy/gen/guid/fpco/ferpa/ps-officials.html.

C.
The School Director and staff are responsible for obtaining written consent and maintaining a record in a student’s file listing to whom personally identifiable information was disclosed and the legitimate interests the parties had in obtaining the information.


D.  There are exceptions to obtaining written consent if the disclosure is:



1.
To the eligible student

2.
To a school official (or contractor of the school) who has legitimate need or educational interest

3.
Only providing directory information and the student has not opted out of directory information

4. 
To government agencies under certain circumstances

5.
In response to subpoenas or court orders (although there is a requirement to try to notify the student first to allow for a protective order, unless the subpoena is from a Federal grand jury or the court has ordered that the subpoena not be disclosed)

6.  
To officials at another institution to which or from which the student transfers or is also in attendance, if the request relates to the enrollment or transfer

7.  
Necessary for financial aid processing

8.  
In connection with a health or safety emergency

9.   
In connection with a disciplinary procedure or to a victim of an alleged crime in certain circumstances 

D.
The FERPA rules apply to official student records, including admissions, academic, student services, and financial aid records.  It does not apply to an instructor’s or administrators personal notes about a student.

E.
The School Director and staff must receive a written consent from the student before disclosing personally identifiable information from the student’s education records unless it comes within one of the exceptions listed above.  The consent must include the following:



1.
The purpose of the disclosure



2.
The records that may be disclosed

3.
The party or class of parties to whom the disclosure may be made



4.
Signed and dated


If an electronic consent it must include the following:

1.
Identify and authenticate a particular person as the source of the electronic consent

2.
Indicate that person’s approval of the information contained in the electronic consent

F.  The student must be provided an opportunity to review his/her education records within 45 days of the receipt of the request.  The school may not charge a fee to the student to review the records but a reasonable fee may be charged for copies of the records.
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