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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

STUDENTS' RECORDS POLICY

I.
POLICY

1.00
GENERAL STATEMENT

1.01
A student at ACCC should be aware of legal rights under the Family Rights and 
Privacy Act of 1974, more commonly called the Buckley Amendment.  By the 
knowledge and exercise of these rights a student may be certain that the college is 
providing fair and accurate information from records only to persons with a 
legitimate need and right to know, and that students have free access to records, 
as outlined in this policy.

2.00
SPECIFIC STATEMENTS

2.01
Students have the right to inspect and review records which meet the Act's 
definition of "educational records".  Students may request an interpretation of 
what this information means and a copy of these records at the student's expense.

2.02
Educational records are any and all records maintained by the college concerning 
students with these exceptions:


a.  Personal notes of ACCC staff and faculty;


b.  Employment records;


c.  Medical and counseling records used solely for treatment, but subject to review 
     by a qualified physician or counselor; or


d.  Parents financial records, unless a written waiver has been submitted by 
     
     them.

2.03
Student's prior consent shall be obtained before information may be disclosed to 
third parties unless exempt from this provision.  The exceptions include:


a.  College faculty and staff with any official, legitimate request;


b.  Requests in accordance with a lawful subpoena or court order;


c.  Requests from representatives of agencies or organizations from which the 
   


     student has received financial aid;


d.  Requests from officials of other educational institutions in which the student 
   


     intends to enroll;
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e.  Requests from other persons specifically exempt for the prior consent 



     requirement of the Act; or


f.  Requests for directory information.

A listing of all persons having access to student's educational record and the reason 
for such access may be obtained upon request from each department.

2.04
The college, in accordance with the Act, has designated the following categories of information available to the public to be routinely released to any inquirer as "Directory Information":


a.  Name; or


b.  Affirmation of whether currently enrolled.


In addition to the above, the following categories are also considered public 
information and shall be released to any inquirer unless the students choose to 
exercise their right to have any or all of this information withheld:


a.  Local address and phone number;


b.  Home address;


c.  School, department, division or major;


d.  Dates of enrollment;


e.  Participation in officially recognized activities; or


f.  Weight and height of members of athletic teams.


Under no condition may students be required to waive rights under the Act before 
receiving financial aid, services, or any benefits of the college.

2.05
Student records are maintained in several offices on the campus. Requests for review of records must be made through the Registrar's Office.  The only circumstances under which ACCC will deny such access to records, is if in the judgment of the President, Chief Academic Affairs Officer or Chief Student Affairs Officer, access to the records would endanger the safety and well being of the student.

2.06 Students may challenge any information contained in the educational record 

they believe to be inaccurate, misleading, or inappropriate.  This right does not extend to receiving grades unless the grade assigned by the instructor was inaccurately recorded.  Students have the right to insert a statement in their records to support their point of view.  The student should make every effort to resolve the problem through informal procedure with the person in that department responsible for such records.  If the problem cannot be resolved to the
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satisfaction of both parties, students may request in writing a hearing of the case from the Chief Academic Affairs Officer.  Students may request assistance from the ACCC Student Senate in review of such decisions.  All decisions of the hearing panel are subject to review by the President of the college and the Department of Health, Education, and Welfare.

2.07
In the interest of student's right of privacy and record maintenance, the college 
shall encourage destruction of any records which no longer serve any useful 
purpose.  No record shall be destroyed until after a student has reviewed such 
information should the student choose to exercise the right guaranteed under the 
Act.

2.08
If the student has questions regarding the provisions of the Act or if the student 
believes that the college is not complying with the Act, direct questions or 
comments to the Chief Student Affairs Officer or Student Senate.  Students can 
also file a complaint with the Family Educational Rights and Privacy Act Office, 
Department of Health, Education, and Welfare, 300 Independence Avenue, S.W., 
Washington, D.C. 20201.

Adopted:  1990  
Revised:   1997
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