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l. Policy

Family Educational Rights and Privacy Act (FERPA)
1. Purpose

This policy establishes that the College complies with the Family EducationalRights
and Privacy Act of 1974 (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) also known
as the Buckley Amendment, governing student educational records.

1. Scope

This policy applies to all students and associates at Southside College of Health
Sciences.

V. Definitions

Attendance — Attendance is defined as academic engagement which can vary
depending on the delivery method or type of course. Academic engagement
can include any of the following:

e Physically attend class, recitation, practicum, simulation or skills lab,

e Submit a discussion board post,

e Submit an assignment,

e Take a quiz or exam,

o Engage in an interactive tutorial or computer-assisted instruction,

o Communication with the course instructor, either initiated by the
student or as a response to the instructor, with a plan to continue
academically in the course.

Last Day of Attendance (LDA) - Determined by the Director of Records and
Registration and recorded in the Student Information System (SIS), is the last date of
an academically related activity in a course, such as attendance in a course, or
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completion and submission of a course assignment, exam, tutorial, clinical
experience, skills lab or simulation experience.

Semester - The standard measurement used to group weeks of instructional time in
the academic year. Specific to the Nursing (curriculum prior to Fall 2023), Radiologic
Technology (RAD), and Diagnostic Medical Sonography (DMS) programs, Semester
is a period of enrollment and includes Fall, Spring, and Summer. For Title IV
purposes, a Semester also denotes a Payment Period.

Term (Module) — Specific to the Nursing curriculum effective Fall 2023, Term
(Module) is an eight (8) week period of enroliment and instructional time. For Title IV
purposes, Term (Module) also denotes a Payment Period.

V. Policy Details

Southside College of Health Sciences (SCHS) complies with the Family Educational
Rights and Privacy Act of 1974 (FERPA) (20 U.S.C. § 1232¢; 34CFR Part 99) also
known as the Buckley Amendment, governing student educational records. FERPA
defines educational records (or personally identifiable information contained therein)
as “those records, files, documents and other materials which:

i. contains information directly related to a student; and
ii.are maintained by an educational agency or institution or by a person acting
for such agency or institution.” 20U.S.C. 8§ 12329 (a)(4)(A)(i) and(ii)

To be in compliance with FERPA, the College must:

e Notify students of their rights annually
® Protect student’s rights to inspect and review their education records

® Protect student’s rights to limit disclosure of personally identifiable
information contained in education records

e Ensure that third parties do not disclose personally identifiable
information (except under a few circumstances)

e Keep records of requests for and disclosures of student education
records.

When a student turns 18 years old or attends a postsecondary institution at any age,the
student is then defined as an eligible student (herein referred to as student) and the
rights under FERPA transfer from the parent to the student.
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Student Rights Covered by FERPA Include:

1. Theright to inspect and review their education records. A student may
submit a written request to the Registrar identifying as precisely as possible the
record(s) the student wishes to inspect. When a record contains information
concerning more than one student, the requesting student may inspect and
review only the records that relate to him or her. The Registrar will inform the
student when and where the records may be inspected. Records will be made
available for review in a timely manner, not to exceed forty-five days after the
request has been received. Records may be reviewed h the presence of the
Director of Student Services or their designee. The College is not required to
permit a student to inspect and review records related to financial records;
financial records of parents through the student financial aid file; records not
considered education records, and confidential letters and confidential
statements of recommendation if the student waived in writing his/her right to
inspect and review those letters and statements.

2. Theright to request the amendment of educational records. If a student
believes his/her record is inaccurate, misleading, or violates his/her rights and
privacy, the student may submit a written request to the Director of Student
Services or designee responsible for the record requesting an amendment to the
record. The student must identify the part of the record he/she wants changed
and why it is inaccurate, misleading or violates the student’s rights and privacy.
If the request for amendment is denied, the student will be notified in writing of
the decision and of the student’s right to a hearing regarding the request for
amendment.

3. Theright to limit disclosure of personally identifiable information
contained in the student’s education records except to the extent that
FERPA authorizes disclosure without consent. An exception which allows
disclosure without consent is a disclosure to College officials with legitimate
educational interests. A College official has legitimate educational interest if the
official needs to review an education record in order to fulfill his or her
professional responsibility. A College official is a person employed by the
College in an administrative, supervisory, academic or research, or support staff
position (including law enforcement unit personnel and health staff); a person or
company with whom the College has contracted (such as an attorney, auditor or
collection agent); a person serving on the Board of Trustees; or a student
serving on an official committee, such as a disciplinary or grievance committee,
or assisting another College official in performing his or her tasks. No “personally
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identifiable” information from the student’s record will be disclosed without
written consent, except where consent is not required. Consent is not required
for:

e Authorized representatives of the U.S. Department of Education, Office of
Inspector General, or state and local education authorities.

e The Department of Homeland Security (DHS); Immigrations and Customs
Enforcement (ICE) for the purpose of complying with Request Form ICE
relative to the College’s participation in The Student Exchange Visitor
Information System (SEVIS).

e Military Recruiters who request Student Recruiting Information
(Solomon Amendment), which includes name, address, telephone
listing, age (or birth year), class level, major, degrees received and
most recent educational institution of enroliment (some conditions
exist).

e Authorized representatives of the Department of Veterans Affairs for
student receiving educational assistance from the agency.

e Financial aid that the student applied for or received.

e Parents, if the student is a dependent of the parent as defined by the
Internal Revenue Service.

e Compliance with a court order or subpoena.

e Compliance with state or federal laws mandating notification to certain
individuals of the final outcome in disciplinary proceedings.

e Accrediting organizations to carry out their accrediting function.

e Anyone if a health or safety emergency exists and the information will
assist in resolving the emergency.

e Directory information.

e Organizations conducting studies/audits concerning administration of
student aid programs.

e Agents acting on behalf of the College such as Clearing Houses and
degree/enrollment verifiers.

The right to file a complaint with the Department of Education concerning
alleged failure to comply with this Act.

Family Policy Compliance Office
U. S. Department of Education
400 Maryland Ave SW
Washington, D.C. 20202-5920
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Phone 1-800-872-5327
Web: https://www?2.ed.gov/policy/gen/quid/fpco/index.html

Students may update or change their FERPA settings in the Student
Information System.

4. Directory Information
Southside College designates the following items as Directory Information:
student name, address, valid email address, major field of study, past and
present participation in officially recognized activities, dates of attendance (past
and present), honors and awards (including Honors List), degrees conferred
(including dates), most recent previous institutions attended, and enroliment
status.

The College may disclose any of the directory information items without prior
written consent, unless notified in writing by the student each academic year.
Education records other than directory information shall not be released without
prior written consent of the student except as is authorized by the

Family Educational Rights and Privacy Act.

5. Information NEVER designated as Directory Information
Items that can never be disclosed as directory information are a student’s
social security number, gender, race, ethnicity, citizenship, country of origin,
religious preference, grades, and GPA.

6. Education Records
Education records include admission, academic and general education records,
financial aid records, and supporting data that would identify the student,
student's parents, or other family members.

Education records are maintained in the College office. Education records do not
include personal notes, records, or other information related to instructional,
supervisory and administrative personnel; records maintained and accessible to
law enforcement personnel; medical records which are maintained, used by,
and disclosed only by professional personnel providing treatment to the student.

7. Parental Access and Notification
A parent is not entitled to examine a student's education record unless the
student is financially dependent upon the parent and, said parent submits the
student's tax-dependent status. Parents of tax-dependent students may be
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notified when a student is placed on probation or suspension. Parents may also
be notified if certain policies and procedures are violated. Documentation of tax
dependent students is required on an annual basis.

The same principles of confidentiality must be applied to all media, including
but not limited to, electronic data, email, and video or audio recordings.

The College shall maintain a record of each request for access to and disclosure
of student confidentiality (FERPA) information except for a Collegeofficial or a
party seeking directory information in the student’s education record.
Student education records shall be maintained if deemed necessary under
applicable state law or regulations of federal and state agencies or accrediting
bodies.
The College retains all rights to the student’s education record and will not
honor requests for official transcripts of the record and College references
when the student has unfulfilled financial obligations to the College.
VI. Attachments
None.
VII. Related Policies
ADM 3.06 College Grading System
ADM 3.08 Add/Drop/Withdrawal from a Course
ADM 5.01 Financial Refunds

VIIl.  Disclaimers

Nothing in this policy creates a contractual relationship between Southside College
of Health Sciences (SCHS) and any party. SCHS, in its sole discretions, reserves the
right to amend, terminate or discontinue this policy at any time, with or without
advance notice.

IX. Version Control
Version Description Prepared by
1.0 8/1/2021 Revised and New Template Executive Council
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1.1 8/1/2023 Revised and New Template Dean of Student Affairs

1.1 8/1/2024 Reviewed — No Changes Dean of Student Affairs

1.1 3/21/2025 Reviewed — No Changes Dean of Student Affairs
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