Subject: Releasing Student Education Records and Information
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. PROCEDURE(S)

A. The University’s Student Education Records Policy permits the disclosure of
personally identifiable information with the written permission of the student or to
designated persons without the student’'s permission.

B. Student written consent includes

1.

4.

5.

6.

Information necessary for unambiguous identification of the student whose
records are to be disclosed;

Specification of the record(s) from which information is to be released and the
items of information within the record(s) which are to be released;

The person or class of persons who may receive the information;
The purpose for which the information is to be released;
The date of the request; and

The signature of the student.

C. Custodians of student records may design release consent forms suitable for
specific records. It is to be expected that many requests will take the form of letters
or forms provided by other institutions. Such requests shall be honored if all
necessary information is provided.

D. Aggregate Student Data or Groups of Students

1.

Release of information on groups of students is permissible under controlled
conditions. For information about obtaining student data, such as class lists or
college major lists, contact the Office of Institutional Research. Lists of
students to be released to third parties must not include students who have
chosen to suppress their public information and cannot contain private student
information.
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