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STUDENT RECORDS POLICY

Number 03.01.01

Division Student Affairs

Date July, 2011 - Reviewed and revised September 22, 2022

Purpose The purpose of this policy is to ensure that student records are maintained
in accordance with the Family Educational Rights and Privacy Act of 1974

(FERPA).

Policy The University of Alabama in Huntsville (“University”) maintains records
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e Records of instructional, supervisory, and administrative personnel inthe
sole possession of and accessible only to the maker (or a substitute).

e Independent records of Campus Police that are kept for law
enforcement purposes only and are available only to law enforcement.

e Records made or maintained by physicians, psychiatrists,
psychologists, or other professionals or paraprofessionals in connection
with the treatment of a student who is 18 years of age or older and not
available to anyone else except the individuals providing the treatment.

e Grades on peer-graded papers before they are collected and recorded
by the instructor.

e Recorded information about an individual's activities or status after the
individual is no longer a student in attendance and not directly related to
the individual’'s attendance.

"Personally Identifiable Information”: Any recorded information or data from
which
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Student Access to Education Records:

Right to Inspect and Review

Every student shall have the right to inspect and review, in the presence of a
University staff member, the contents of his or her education records.

To exercise this right a student should go to the office where the record is located
and initiate a request in writing specifying or describing the particular item, record,
or file desired. If the student cannot personally appear, he or she must submit a
notarized request to the office. A proper request for inspection shall be granted
within a reasonable time, but in no event later than 45 days after the request. If, in
the opinion of the records official, inspection and review can reasonably be
accomplished only by providing copies of the documents, copies shall be made
and provided at a cost to the student, payable in advance and reflecting the actual
cost of reproduction. However, official transcript, transfer credits, or diplomas
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A student may by voluntary choice waive any rights afforded by FERPA.Such a
waiver must be in writing and be signed by the student.

The University may specifically request that a student waive the right to inspect
and review confidential recommendations in the student's education record
concerning admissions, employment applications, or honors. However, the giving
of such a waiver is optional with the student and shall in no way be a condition to
admission, financial aid, or any other University benefit. A student signing such a
waiver is entitled, upon request, to a list of the names of the individuals providing
letters and statements of recommendation and shall have the continuing
assurance ofthe University that these recommendations will be used only for the
purpose for which they were originally intended.
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attorney. Any expense associated with the appearance of counsel or any other
person to assist the student must be borne by the student. The hearing officer
may receive any other testimony or evidence relevant to the matter under
consideration.

Within 10 days after the hearing is completed, the hearing officer shall render a
decision as to whether or not the challenged item or record is inaccurate,

03.01.01

July, 2011

Reviewed and revised September 22, 2022
Page 5 of 11



Disclosure of Education Records - Without Student’s Authorization/Consent

Specified Circumstances or Conditions

FERPA provides certain exceptions to the general rule of disclosure onlyupon the
condition of a student’s consent. Accordingly, disclosure of education records or
personally identifiable information therein may be made by the University without
the necessity of the student’s written permission to the following parties on the
conditions stated:

University officials who have a legitimate educational interest in the records. The
term “University official” shall mean any University employee, any employee of the
other institutions in the University of Alabama System, or any member of the
Board of Trustees of The University of Alabama; any student carrying out an
official, institutional function, such as service on a University committee, board,
etc.; and any individual or entity that is, by an “outsourcing” arrangement,
performing an institutional service or function for which the University would
otherwise use an employee. A “legitimate educational interest” shall be deemed to
exist if the official has reasonable need for the information to perform an
appropriate task clearly within the official’s defined area of responsibility, to
perform a task related to the education or discipline of the student, or to provide a
benefit or service relating to the student. The individual or entity performing
“outsourced”’services or functions must be under the direct control of the
University with respect to the use and maintenance of the education record. The
University will use reasonable methods to ensure that the foregoing officials are
given access only to those records in which they have a legitimate educational
interest.

e Officials of other institutions where the student seeks to enroll (or where
the student is enrolled if the disclosure relates to the enrollment or
transfer). A copy of the record provided will be given to the student, if
requested.

e Persons or organizations providing financial aid sought or received by
the student, but only to the extent necessary to determine eligibility or
the amount or conditions of such aid or to enforce the terms thereof.

* Representatives of certain federal agencies and state educational
authorities in connection with the audit and/or evaluation of federally
supported educational programs or the enforcement of legal
requirements associated with such programs.

e State and local government officials to whom disclosure of information is
allowed by state statute, where the disclosure concerns the juvenile
justice system and its ability to serve the student.

» Organizations conducting studies relating to predictive tests, student aid
programs, and instruction for or on behalf of the University, but only (i.)
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if personal identification of the student is not made to individuals outside
the organization and the information is destroyed when no longer
needed, and (ii.) if the organization and the University have entered into
a written contract stating the purpose, scope, and duration of the study,
requiring the organization to use the information from the education
record only for the purpose of the study, and providing the foregoing
protections for the student.

Accrediting agencies.

Parents of a student who is a dependent, as defined by Section 152 of
the Internal Revenue Code of 1986. A written statement by the parents
asserting such dependency shall be required to establish their
entitlement under this exception.

Designated parties pursuant to a judicial order or lawfully issued
subpoena. In such instance, the University shall make a reasonable
effort to notify the student (or parent) about the legal process prior to
compliance with it, unless the court or issuing agency has issued a non-
disclosure order that would forbid such notice.

An appropriate party in connection with an emergency if knowledge of
the information disclosed is necessary to protect the health or safety of
the student or other individuals. The University is to make a case-by-
case determination of whether an articulable and significant threat
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require their consent as a condition to disclosure of their education records to
others, unless allowed by FERPA;and to file a complaint with the U.S. Department
of Education. The procedures for exercising these
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