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BUCKLEY AMENDMENT
DI SCLOSURE OF STUDENT & EDUCATI ONAL RECORDS POLI CY

FROSTBURG STATE UNI VERSI TY POLI CY ON
DI SCLOSURE OF STUDENT RECORDS

Frostburg State University adheres to a policy of conpliance with the

Fam |y Educational R ghts and Privacy Act of 1974 (Buckley Anendnent),
hereafter, FERPA.

Definitions

A "Student" neans an individual who is or who has been in
attendance at Frostburg State University (until 1987,
Frostburg State College). It does not include any applicant

for admi ssion to the University who does not matricul ate.

B. "Education records" include those records that contain
information directly related to a student and that are
mai ntai ned as official working files by the University. The
followi ng are not education records:

(1) records about students nmde by professors and
adm nistrators for their own use and not shown to
ot hers;

(2) canpus police records nmaintained solely for |aw
enforcement purposes and kept separate from the
education records described above and not shown to
others except to law enforcenment officials of the
same jurisdiction;

(3) enpl oynent records, except where a currently-enroll ed student
is enployed as a result of his or her status as a student;

(4) records of a physician, psychologist, or other
recogni zed professi onal or paraprofessional nade or
used only for treatnment purposes and avail able only
to persons providing treatnent. However, these
records nmay be reviewed by an appropriate
prof essi onal of the student's choice.

Student Ri ghts Under FERPA

Students are i nforned annual ly of their rights under FERPA t hr ough printed
noti ce dissemnated by the staff of the Ofice of Enrollment Services to
every registrant at each registration. The "Student Records Annual
Notification" is also included in The Pathfinder, the student handbook.




The rights outlined in this docunent are afforded to all students. These
rights include the follow ng:

The right to inspect and revi ew educati on records;

The right to request the anendnment of records to insure that they are not
i naccurate, msleading, or otherwise in violation of privacy or other
rights;

The right to consent to disclosures of personally identifiable infornmation
contained in educational records, except to the extent that FERPA
aut hori zes di sclosure without consent;

The right to obtain a copy of the University's policy regarding how it neets
requi renents of FERPA,

The right to file with the U S. Departnment of Education a conplaint concerning
alleged failures by the University to conply with the requirenents of FERPA. A
student alleging University nonconpliance may file a witten conplaint with the
Family Policy and Regul ations Ofice, U S. Departnment of Education, Washi ngton, DC
20202.

I nspection and Revi ew of Records

A student may inspect and review education records by requesting such a review or
i nspection. Requests for access should be nade in witing to the Dean of Enroll nment
Managenment regardl ess of where the records are | ocated.

The University will provide the requested record(s) for revieww thin a reasonabl e
period of tinme but no later than 45 days of receiving the witten request. the
Dean of Enrol | ment Managenent or designated staff nmenber will respond to reasonabl e
requests for explanations and interpretation of the record(s).

The inspection and review of the record(s) will take place in the Enroll nment Services
Ofice. The University will provide the student with a copy of the record upon request
if failure to give the student a copy of the record(s) would effectively prevent hin
or her fromexercising the right to i nspect and review the record(s).

To secure a copy of the record(s), the student mnust provide evidence that
deni al of the request would effectively prevent the exercise of the right to
i nspect and review. A fee will be charged for maki ng copies of docunents.

The personnel of the University may not destroy any education record(s) for which
there is an outstanding request to inspect and review FERPA allows the
University to deny the inspection of financial records and confidential letters
and/ or recommendations if the student has waived his/her right to inspect or
revi ew t hem

Records covered by FERPA



"Education records" nmaintained by the University include but are not limted to the
fol | owi ng:

Busi ness O fice: Followup cards on teacher education students for tuition waiver
program purposes. Appropriate University and State O ficials have access to these
records.

Assistant to V.P. Acadenic Affairs: Acadenmi c records of and correspondence to
students placed on probation and dismssed by the Academ c Standards
Subcommi tt ee. Faculty and administrative nmenbers of the Academ c Standards
Subcommittee office personnel, admission officers, and appeal officers have
access to these records.

Student Support Services: Information relating to adnission and
participation in the Student Support Services Program including:
application and referral forns, incone eligibility docunentation, high
school transcripts, standard test scores, financial aid data, diagnostic
test records, progress eval uations, and ot her pertinent docunents required
by state and/or federal regulations. Ofice personnel, participating
faculty, and Ofice of Education officials nonitoring the adm nistration
of the Student Support Services Program have access to these records.

Student and Educational Services Ofice: Aut obi ogr aphi cal and
identifying information furni shed by students, statenent of adni ssions,
grades, correspondence from Acadeni ¢ Standards Subcomittee, Academc
Advising records and Judicial System records. Ofice personnel,
admi ni strators, Judicial board nmenbers and facul ty working wi th students
in an advi sing capacity have access to these records.

Resi dence Life: Applications, statenments of recommendati on, unl ess
a signed waiver of access form exists and rating data related to
sel ection of Resident Assistant Adm nistrators. O fice personnel
have access to these records.

Financial Aid: Financial aid applications, occasional statenents froma
soci al service agency, award and acceptance letters, and IRS 1040 forns
(maintained for 5 years as required by law). O fice personnel, Student
Support Services Staff, state and federal auditors have access to these
records.

Career Services: Transcripts, statements of recommendations unl ess
a signed wai ver of access formexists, resunes, and rel ated personal
data provided for placenent services. Ofice personnel, enployers
and graduate schools as authorized by individual students.

Adm ni strative Services: Student enpl oyee tinmesheets for payroll purposes,
tuition waiver records, other information for accounts receivabl e purposes
such as transcripts, refunds, statenents of fees, parking and |ibrary fines.
O fice personnel, appropriate adninistrators and state and federal auditors
have access to these records.



Uni versity Advancenment and Al umi : Al umi dat a. O fice personnel have
access to these records.

Admi ssi ons: Application data, high school and university
transcripts, statenments of reconmendation unless a signed waiver
of access form exists, and standard test scores for adm ssions
pur poses. Personnel involved in recruitnment and adm ssions
process have access to these records. Records of enrolling
students are released to the Ofice of Enrollnment Services for
mai nt enance.

Ofice of Enrollnment Services: Acadenic grades and transfer credit
(constituting transcript), basic personal information and records
transferred by the Adm ssions Ofice. Non-personal statistical data
used for studies, evaluations and reports, reports distributed to
adm nistrators, faculty and the appropriate State agencies. Ofice
personnel, administrators and faculty with an appropriate interest
have access to these records.

Veterans Affairs: Certifications, correspondence and rel ated material s
involving veteran students. O fice personnel and Veterans
Admi ni stration have access to these records.

Campus Police: Parking registration and violation records; crimnal
conpl ai nts. O fice personnel and, with respect to crininal records,
officials with a legally recogni zed i nterest have access to these records.

Acadeni c Departnent: Acadenic advisee files, including grades; statenent of
recomendati on unl ess a signed waiver access formexists; correspondence with
st udents. Faculty and support personnel in respective academ c departnents
have access to these records.

Ofice of Field Experiences Teacher Education: Teaching internship
application; credentials file which includes: personal data,
eval uations of teaching internship, student's phil osophy of teaching
and unofficial statenment of credit. Ofice personnel and faculty
associated with the Teacher Education program have access to these
records.

Except as permtted by FERPA, no personally identifiable information from a
student's education records will be released without the prior witten consent of
t he student.

V. Prior Consent Linitations and Excl usions
A Director Information
1. The following categories of information have been desi gnated

directory information

Nane
Addr ess



Home Town

Tel ephone i sting
Date of birth

Maj or field of study

Participation in officially recognized
activities and sports

Wi ght and hei ght of nmenbers of athletic teans

Dat es of attendance

Degrees and awards received

Most recent previous educational agency or
institution attended

Cassification (i.e., freshman, sophonore,
junior, senior, graduate)

This information will be disclosed unless the student files witten
notice requesting the University not to disclose any or all of the
categories no later than the end of the fall senester drop/add
period. Students entering in January nust file notice no later than
the end of the spring semester drop/add period. This notice nust be
filed annually within the allotted tine. The notice should be filed
with the Ofice of Enrollnment Services.



3. Student directory information may appear in public
docunents and otherwi se be disclosed wthout student
consent unless the student subnits annual notification as
provided in #2 above.

4, Al'l requests for non-disclosure of directory
information wll be inplemented as soon as
publication schedules will reasonably allow

5. Not wi t hst andi ng #2-#4 above, the University nay
di scl ose directory informati on about forner students.

Prior consent will not be required for disclosure of
education records to the followi ng parti es:

1. School officials of Frostburg State University who have
been determ ned to have |l egiti mate educati onal interests;

a. A school official is: 1) a person enployed by the
University in an adm ni strative, supervisory, acadenic
or research, or support staff position; or 2) a person
enpl oyed by or under contract to the University to
perform a special task, such as an attorney or
audi tor.

b. A school official has a legitimte educationa
interest if the official is: 1) performng a task
that is specified in his or her position description
or by a contract agreenent; 2) performng a task
related to a student's education; 3) performng a task
related to the discipline of a student; or 4)
providing a service or benefit relating to the student
or student's family, such as health care, counseling,
job placenent, or financial aid.

2. Oficials of other schools in which a student seeks or intends
to enroll or is enrolled. Upon request, and at his or her
expense, the student wll be provided with a copy of the

records that have been transferred;

3. Aut hori zed representati ves of the Federal governnment, but only
in connection with the audit or evaluation of federally
supported education programs, or in connection with the
enforcenent of or conpliance with Federal |egal requirenments
relating to these prograns. Subject to controlling Federa
| aw or prior consent, these officials will protect infornation
received so as not to permit personal identification of
students to outsiders and destroy such information when it is
no | onger needed for these purposes;

4, Aut hori zed persons and organi zations that are given work in
connection with a student's application for, or receipt of,



financial aid, but only to the extent necessary for such
purposes as determining eligibility, anount, conditions,
and enforcenent of terns and conditions;

5. State and local officials to which such information is
specifically required to be reported by effective state |aw
adopted prior to Novenber 19, 1974;

6. O gani zations conducting educational studies for the purposes
of devel oping, validating, or adm nistering predictive tests,
adm ni stering student ai d prograns, and i nprovi ng i nstruction.
The studies shall be conducted so as not to permt personal
identification of students to outsiders, and the information
wi || be destroyed when no | onger needed for these purposes;

7. Accrediting organi zati ons for purposes necessary to carry out
their functions;

8. Parents of a student who is a dependent for income tax purposes;

9. Appropriate parties in connection with an energency, where
know edge of the information is necessary to protect the
health or safety of the student or other individuals);

10. In response to a court order or lawfully issued
subpoena, the University will nmake reasonable efforts to
notify the student before conplying with the judicial
order or subpoena.

In all other cases, the University will not release
personally identifiable information in education records
wi thout prior consent of the student. The student's

consent nust be witten, signed, and dated, and nust
specify the records to be disclosed, the identity of the
reci pient, and the purpose of disclosure. A copy of the
record disclosed will be provided to the student upon
request and at the student's expense.

The University will maintain with the student's education records
an information sheet or electronic notation in the Student
Informati on System which may be inspected by the student, the
official custodian of the records, and other University and
governnental officials, of each request and each di scl osure, except
for the foll ow ng:

1. di scl osure to the student;

2. di scl osures pursuant to the witten consent of the student
(the written consent itself will suffice as a record);

3. di scl osures to instructional or admnistrative
officials of the University;



Vi .

4, di sclosures to a party with witten consent fromthe student;

5. di scl osures of directory infornation

Qpportunity to Seek Amendnent of Education Records

A

Request to Anmend Records

A student who believes that information contained in his or her
education records is inaccurate, m sl eading, or violative of privacy
or other rights nmay submit a witten request to the Dean of
Enrol | ment Managenent specifying the docunent(s) sought to be
amended and the basis for the conplaint. The request will be sent
to the person responsible for the record in question. Wthin a
reasonabl e period of tine of receipt of the request, the University
wi || decide whether to anend the record(s) in accordance with the
request within five (5) business days. If the decisionis to refuse
to amend, the student will be so notified and will be advised of the
right to a hearing. The student may then exercise that right by
witten request to the Dean of Enroll nent Managenent.

Right to a Hearing

Upon written request by a student, the University will provide

an opportunity for a hearing to challenge the content of the
student's record(s). Wthin a reasonable tine of receipt of
the request, the student will be notified in witing of the
date, place, and tine reasonably in advance of the hearing by
the Ofice of Enrollment Services.

1. Conduct of the Hearing
The hearing will be conducted by a University
official, selected by the Dean of Enrollnent

Managenment, who does not have a direct interest in
the outcone. The student will have a full and fair
opportunity to present evidence relevant to the issues

rai sed under Section VI.A above and nay be assisted or
represented by individuals of his or her choice, including an
attorney, at his or her own expense. At all tines the burden
is on the student to show by a preponderance of evidence that
the information <contained in the education record is
i naccurate, misleading, or in violation of the FERPA |aw or
other rights.

2. Deci si on
Wthin a reasonable period of tinme after the

concl usion of the hearing, the Dean of Enroll nent
Managenment will notify the student in witing of



the University's decision. The decision will be
based sol el y upon evi dence presented at the hearing
and will include a sunmary of the evidence and the
reasons for the decision. |If the hearing officer
decides that the information is inaccurate,
m sl eading, or otherwise in violation of the
privacy or other rights of the student, the Dean of
Enrol I ment Managenent wll anmend the records
accordi ngly.

C Right to Place an Explanation in the Records

If, as aresult of the hearing, the University determ ned that the
information is not inaccurate, msleading, or otherwise in
violation of the student's rights, the Dean of Enrollnent
Managenment will informthe student of the right to place in his
or her record a statenent comenting on the contested i nfornation
and/ or expl ai ni ng any reasons for disagreeing with the decision
Any such explanation will be kept as part of the student's record
as long as the contested portion of the record is kept and will
be discl osed whenever the contested portion of the records is
di scl osed.

VII. Right of University to Refuse Access

Frostburg State University reserves the right to refuse to pernmt a
student to inspect the follow ng records:

- The financial statenent of the student's parents.
- Letters and statenments of recommendation for which the student has wai ved
his or her right of access, or which were placed in file before January 1

1975.

- Records connected with an application to attend Frostburg State University if
that application was deni ed.

- Those records which are excluded fromthe FERPA definition of education records.
VII1I. Refusal to Provide Copies
Frostburg State University reserves the right to deny transcripts

or copies of records not required to be made avail able by the FERPA in any of the
foll owi ng situations:

- The student has an unpaid financial obligation to the University.

- There is an unresol ved disciplinary action against the student.

I X. Fee for Copies of Records



A fee of $1.00 will be charged for copies up to 2 pages in length, with
addi tional pages provided at a rate of $.25 per page.
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