Made available within 45 days of the studemtritten request fomspection and review.

A school official is defined as:
1. A person employed by the University in an administeatdupervisory, academic, research, or support staff position.
2. A student, alumnus, or other person wheeasving on an official committee (e.g., didmpry, grievance) ors assisting achool official in a
task.
3. A trustee or outside camictor (e.g., health or medicalgfessional, attorneyuaitor) acting as an agt for the University

A University official has a legal right to know if a persdefined as having a legitimate educational interest is:
1. Performing a task that isespfied in his/her position aelated to student discipline.
2. Providing a service or benefitlaged to a student/a student’s family, orimt@ning safety and security on campus.

An example of legitimate educational interest would be an adwiso needs to review a student’s education record to detewhiziecourses have been
or need to be completed; this task is re












7. Can a student request a copy lms/her education records by fax?
The ULM policy is to grant a student inspection@ards only upon written request, which must be provigetthe studenb the Registrar’s Office
(a) in person [picture ID gaired], (b) by mail, or (c) by fax. Students mag\pde written authorization for a copy of thelucation records to be
provided to a third partfe.g., attorney, employer].

8. How are requests for the educatioecords of deceased students handled?
ULM'’s policy does not allow for the release of a deceased dfsdenords. Written requests for exceptions must be subrtottbé University
Registrar.

9. May faculty/staff members transmit gradeslectronically (e-mailjt the student’s verbabr written request?
The transmission of grades electronically (e-mailany party, includinghe respective student,s#ictly prohibited even at the student’s verbal
or written request. Such transmissions daekult in a privacy violatiobecause they may not be secure and could be sstrigvan
unauthorized party.

10. What are the consequences for a violation of FERPA?
A report and verification ot FERPA violation by a facultyr staff member could result in the terminatodtJLM'’s eligibility to receive funding
underany applicable federal program, including the R&lant and Guaranteed Student Loan Programs.

FERPA TIPS

DO review a copy of theJLM Student Records policies found in the current issue of Beident Policy Papaegarding requests for education records.

DO refer all subpoenas, IRS summons or other legal requesttifient education records to the University Registrar.

DO obtain written permission from the student before sharing edua&tord information, including grades and grade-point agsragth parents or others outside
the institution.

DO follow the confidentiality provisions of FERPA by not shar@dycation record information with your colleagues unless artegé educational interest exists.
DO keep only those student records thatregcessary for the fulfillment of your te@wipor advising responsibilities.  If tbe records are kept in your file for your
own use and are not shared with anyone else (other thantiégejyghey are not considered education records and willstibject to the release provisions of

FERPA.

DO remember that medical, mental health, and law enforcement retands notoe put in the student’s file with the student’s education records.






