Fam | y Educational Rights and Privacy Act
Uvass Dartnouth Policy Statement

The University of Massachusetts Dartnouth conplies with the

requi rements of the Family Educational Rights and Privacy Act (FERPA),
sonetimes referred to as the “Buckl ey Anendnent.” This docunent
presents our specific institutional FERPA poli cies.

DEFI NI TI ONS

For the purposes of this policy, UMass Dartnmouth uses the follow ng
definitions of terns.

Student —any person who attends or has attended UMass Dart nout h.
(This term does not enconpass applicants to the university who do not
attend or are not yet attending.)

Education records —any record (in handwiting, print, tapes, film or
ot her medi um) naintained by Uvass Dartmouth or an agent of the
university which is directly related to a student, except the
fol | owi ng:

» A personal record kept by a staff/faculty nenber if it is kept in
t he sol e possession of the maker of the record.

e Enpl oynent records of a student, provided the records are used only
inrelation to the individual’s enploynent.

« Records muaintai ned by the Counseling Center concerning students as
clients of the Center. Add HEALTH records to this?

e Alumi records which contain informati on about a student after he or
she is no longer in attendance at the University and which do not
relate to the person as a student.

* Records nmintained by Uvass Dartnmouth if the record is maintained
solely for | aw enforcenent purposes and is revealed only to | aw
enf orcenent agencies of the same jurisdiction.

Uvass Dartnouth makes available a listing of the types and | ocations

of the student education records that it maintains.

ANNUAL NOTI FI CATI ON

Students will be notified of their FERPA rights annually by

publication in senester class schedul e bookl ets.

PROCEDURE TO | NSPECT EDUCATI ON RECORDS

Students may inspect and review their education records upon request
to the Ofice of University Records. The student should submt a




written request which identifies as precisely as possible the record
or records he or she w shes to inspect.

The O fice of University Records will make the needed arrangenents for
access as pronptly as possible and notify the student of the tinme and
pl ace where the records may be inspected. Access nust be given in 45
days or less fromthe receipt of the request.

VWhen a record contains informati on about nore than one student, the
student may i nspect and review only the portion of the records which
relate to hiniher.

RI GHT OF UNI VERSI TY TO REFUSE ACCESS

Uvass Dartnouth will not permit a student to inspect the foll ow ng
records:

1. Financial statements of the student’s parents.

2. Letters and statenents of recomendati ons for which the student has
wai ved his or her right of access, or which were placed in the file
bef ore January 1, 1975.

3. Records connected with the application to attend Uvass Dartmnouth if
that application was denied or the student did not nmatricul ate.

Uvass Dartnouth reserves the right to refuse to pernmit a student to
i nspect those records which are excluded fromthe FERPA definition of
educati on records.

COPI ES OF EDUCATI ONAL RECORDS

Access to view records does not necessarily convey a right to receive
copi es.

Uvass Dartnouth reserves the right to deny copies of records in any of
the follow ng situations:

1. The student |lives within conmuting di stance of Uvass Dart nout h.

2. The student has an unpaid financial obligation to UMass Dart nout h.
3. There is an unresol ved disciplinary action against the student.
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Copies are legitimately restricted—for exanple, an exam nation the
prof essor does not want rel eased.

The fee for copies, if allowed, will be 10¢ per page. W nay al so
charge for copying tinme and postage.
RETENTI ON OF RECORDS

Uvass Dartnouth retains records that continue to have a legitimte
function but may discard records that have no continuing utility.



To cite one exanple, after an appropriate retention period records
used in providing a student with acadenic advising in a certain mgjor
may be discarded after a student changes to a new major, or graduates.

The university will not discard any records after receiving
notification, as above, of a student’'s request to view those records.
DI SCLOSURE OF EDUCATI ON RECORDS TO OTHERS

FERPA restricts significantly the right of others to view a student’s
educati onal records.

The followi ng are categories of individuals who by federal |aw and the
procedures established for the university nay view or receive a
student’s educational records:

1. The student himor herself (except materials to which the student
has waived the right of access, such as confidential letters of
reconmendati on) .

2. Persons whomthe student authorizes by name in a witten, signed
statement that names the records to be released. In addition to
speci al circunmstances, this rule covers requests to send
transcripts copies to others, such as enpl oyers or other
educational institutions. Such disclosure may al so be incorporated
wi thin signed agreenents to participate in any activity or program—
for exanple, receiving a schol arship.

3. Individuals who are “officials” of the canmpus and university and
who have a “legitimte educational interest” in the record or a
“need to know’ information in the record.

At Uvass Dartmouth, “officials” includes —

» Persons enpl oyed or contracted by Uvass Dartmouth in an
adm ni strative, supervisory, teaching, research, or support
staff position (in sonme cases including students hired as
support staff);

e Oficers of the Uvass central adm nistration; or

e Students or others serving on conmittees where legitimte “need
to know exists (exanples are persons serving on a conmittee
that recommends award of schol arshi ps or serving on the board of
an honor society).

Such officials have a “legitimate educational interest” or “need to
know' if performng a task that includes each of the following —

e It falls within the context of their assigned institutiona
duties or responsibilities;

e It relates to the functioning of the office, position, or
commi ttee invol ved;

* It relates to the education or the disciplining of the student;
and



e It is consistent with the purposes for which the information is
kept .

4. Parents who have established that the student is a dependent on
their nost recent federal incone tax return, and then only in
i ndi vi dual cases by special request. Qherw se parents have no
right of access to their daughter’s or son’s educational records.

5. Persons or organizations providing financial aid to students or
determ ning those aid awards, as necessary to determne
eligibility, anounts, or conditions of an award or to enforce its
ternms and conditions.

6. Persons in conpliance with a judicial order or |awful subpoena.
The university will nake a reasonable attenpt to notify the student
i n advance of such rel ease of information.

7. Appropriate parties in an enmergency if the know edge or information
is necessary to protect the health or safety of the student or
ot hers.

8. Oficials of another school in which a student seeks or intends to
enroll, upon request and with appropriate docunentation

9. Certain officials of the U S. Departnent of Education, the
Comptrol l er General, and state and | ocal educational authorities,
in connection with certain state or federally supported education
pr ogr ans.

10. If required by a state law requiring disclosure that was adopted
before Novenmber 19, 1974.

11. Organi zations conducting certain studies for or on behalf of the
uni versity.

12. Accrediting organi zations to carry out their functions.

13. An alleged victimof any crine of violence, of the final results of
any institutional disciplinary proceedi ng agai nst the all eged
perpetrator of that crine with respect to that crine.

14. Oficials of other educational institutions, in the case of
notification of certain disciplinary actions taken against the
student at UMass Dart nout h.

Persons authorized to view or retain a student’s educational records,
as above, may in no case transnit, share, or disclose the information
to any third party. Al third-party requests for information should
be addressed to the Ofice of the University Registrar.

RECORD OF REQUESTS FOR DI SCLOSURE

Uvass Dartnouth will naintain a record of all requests for and/or

di scl osure of information froma student’s education records. The
record will indicate the name of the party neking the request and the
legitinate interest the party had in requesting or obtaining the



i nformation. However, no record is kept of instances in which
officials access a student’s records (point 3 above).

I NFORVATI ON THAT CAN BE DI SCLOSED PUBLI CLY (“ DI RECTORY | NFORVATI ON")

The university has designated the foll ow ng categories of student
information as “directory information,” which is information that can
be di sclosed publicly w thout permi ssion: student’s nane, |ocal and
per manent addresses, and phone nunbers, electronic nail address, nost
recently attended previous school or college, major field of study,
dates of attendance, honme town where applicable, nmenbership in

uni versity curricular and extra-curricul ar organi zations,

wei ght / hei ght of nenbers of athletic teans, and degrees and awards
received.

Currently enrolled students may require Uvass Dartnmouth to withhold

di scl osure of the above categories of directory information, by
submtting a witten request to the Student Enroll nent Services Center
or the Ofice of the University Registrar. The university assunes
that absence of a student’s request to withhold public informtion

i ndi cat es individual approval of disclosure.

Once a nondi scl osure request has been filed, it will remain in effect
until further notification fromthe student. This applies both before
and after graduation. W wish to alert students to possible negative
consequences of wi thhol di ng disclosure of directory information; an
exanpl e m ght be a conmpany asking for a current address to contact you
to offer you a job.

Uvass Dartnouth makes its current Directory available not only to
students but to nmenbers of the general public, including political
groups, public or private agencies, and advertisers. The full
directory is offered as a whole in printed form (conputer print-out),
for a fee that recovers our expenses. It is not offered

el ectronically or sorted by special categories.

CORRECTI ON OF EDUCATI ONAL RECORDS

Students have the right to ask to have records corrected that they
believe are inaccurate, misleading, or in violation of their privacy
rights. Followi ng are the procedures for the correction of records:

1. A student nust ask the UMass Dartrmouth O fice of University Records
to amend a record. 1In so doing, the student should identify the
part of the record he/she wants changed and specify why he/she
believes it is inaccurate, msleading, or in violation of his or
her privacy or other rights.

2. UMass Dartnmouth nay conply with the request or may decide not to
comply. If it decides not to conply, Uvass Dartnouth will notify
the student of the decision and advise himher of his/her right to
a hearing to challenge the information believed to be inaccurate,
m sl eading, or in violation of the student’s rights.

3. Upon request, UMass Dartrmouth will then arrange for a hearing and
notify the student, reasonably in advance, of the date, place, and
time of the hearing.



4. The hearing will be conducted by a hearing officer who is a
di sinterested party; however, the hearing officer may be an
official of the institution. The student shall be afforded a full
and fair opportunity to present evidence relevant to the issues
raised in the original request to amend the student’s education
records. The student may be assisted by one or nore individuals,
i ncluding an attorney.

5. UMass Dartnouth will prepare a witten decision based solely on the
evi dence presented at the hearing. The decision will include a
summary of the evidence presented and the reasons for the decision.

TYPES AND LOCATI ONS OF STUDENT EDUCATI ON RECORDS

Uvass Dartmouth nmakes available a listing of the types and | ocations
of the student education records it maintains. This list is available
in the Ofice of the University Registrar.

THE RI GHT TO FI LE A COVPLAI NT

The student has a right to file a conplaint with the U S. Departnent
of Education concerning alleged failures by Uvass Dartnouth to conply
with the requirenments of FERPA. The nanme and address of the office
that adm ni sters FERPA is:

Fam |y Policy Conpliance Ofice
U S. Departnent of Education
600 I ndependence Avenue SW
Washi ngt on, DC 20202- 4605
March 2003



Types and Locations of Student Education Records

The University of Massachusetts Dartrnouth, in conpliance with

requi rements of the Family Educational Rights and Privacy Act (FERPA),
sonetinmes referred to as the “Buckl ey Amendnment,” has the follow ng
types and | ocations for the student education records it maintains.
This |list does not concern sone kinds of records, such as counseling,
enpl oynment, or alummi records, because they are not education records
as defined by FERPA.

O necessity,
kept in other places,
The appropriate official
in locating them

such a listing is not exhaustive. Sone records may be
be in transition between offices, and so forth.
can direct one to such records or assist one

Types

Adm ssi on Records
(enroll ed students)

Acadeni ¢ Progress

Location (O fice of)

Uni versity Registrar;
Conti nui ng Educati on

Deans of each Coll ege

Cust odi an

Registrar; Ofice of
Conti nui ng Educati on

Dean of Coll ege

and Advi senent
Recor ds

Depart nment Chairperson or Chairperson or

Program Di rect or Di rector
Faculty Advisor’'s Ofice Advisor
or at Academ ¢ Advi senent
Cent er
Cumul ati ve Academ ¢ Uni versity Registrar; Regi strar; Ofice of

Records

Di sci plinary Records

Conti nui ng Educati on

Dean of Students

St udent Servi ces

Conti nui ng Educati on
Associ at e Dean of

St udents; Judi ci al
Affairs Coordi nat or

Vi ce Chancel l or

Fi nanci al Records Bur sar Bur sar

Fi nanci al Ai d Fi nanci al Ai d Di rect or

Recor ds

Heal t h Records St udent Heal th Director Delete?

Pl acement Records; Car eer Resource Center D rector

St udent Enpl oynent

Recor ds

Contact: The Associate Vice Chancell or for Academ c Affairs/ G aduate

Studi es acts as Custodi an of the Records for the University and may be
contacted for assistance with FERPA issues.

Ofice of the University Registrar —March 2003






