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SUBJECT: Educational Rights of Students

PURPOSE: To set forth University policies and procedures pertaining to the maintenance of the
educational privacy rights of students.

AUTHORITY: Article VII, Section 4, By-Laws and Regulations of the Board of Supervisors of the
Louisiana State University System.

OBJECTIVE: To ensure compliance with the Family Educational Rights and Privacy Act (FERPA)

of 1974.

DEFINITIONS

1. Data Steward- designated personnel within main functional units of the University that are
responsible for the collection, maintenance, and integrity of University Records for that specific
area. Refer to AP 28.01 Data Classification and Data Security for detailed listing.

2. Directory Information - includes and is limited to the student's name, address, e-mail address,
telephone number, date and place of birth, photographs, college/school/division/major enrolled in,
most previous school attended, weight and height of members of athletic teams, dates of
attendance, enrollment status (full-time, part-time, undergraduate, graduate), attendance, degrees
and awards, participation in officially recognized activities and sports, and class schedule.

3. Education Records - any record (in handwriting, print, tapes, film, imaged or other medium)

maintained by the University of New Orleans or an agent of the University which is directly
related to a student, except:
= A personal record kept by a staff member if it is kept in the sole possession of the maker of
the record and is not accessible or revealed to any other person except a temporary
substitute for the maker of the record.
= An employment record of an individual, whose employment is not contingent on the fact
that he or she is a student, provided the record is used only in relation to the individual's
employment.
= Records maintained by the law enforcement unit of the University that were created by the
law enforcement unit for the purpose of law enforcement.
= Health records relating to a student which are created or maintained by a physician,
psychiatrist, psychologist, or other recognized professional or paraprofessional, acting in
his or her professional capacity; used solely in connection with provision of treatment to
the student; and not disclosed to anyone other than individuals providing such treatment,
so long as the records can be personally reviewed by a physician or other appropriate
professional of the student's choice. (Appropriateness may be determined by the
University.) "Treatment” in this context does not include remedial education activities or
activities which are part of the program of instruction at the University.
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= Alumni records which contain information 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.

4. Legitimate Educational Interest — a School Official performing a task that is specified in his or
her position description or by contractual agreement; a School Official performing a task
related to a student's education; or a School Official performing a task related to the discipline
of a student.

5. School Official is a person employed by the University/LSU System in an administrative,
supervisory, academic, research, or support position; a person appointed to the Board of
Supervisors; or a person employed by or under contract to the University to perform special
task, such as an attorney or auditor.

6. Student -any person who attends or has attended the University of New Orleans.

GENERAL POLICY

University policy regarding the educational privacy rights of students is adopted pursuant to the Family
Educational Rights and Privacy Act (FERPA) of 1974, as amended, and is not intended to impose any
restrictions or grant any rights not specifically required by this Act. The University Registrar, as the
official University Data Steward of student education records, is authorized to make decisions
regarding the specific implementation of University procedures related to maintaining student
education records. The policies and procedures defined in this document will serve as general
guidelines for his/her actions.

PROCEDURE

1. DISCLOSURE OF EDUCATION RECORDS. No one outside the University may have access
to, nor will the University disclose any information from a student's education records without the
prior written consent of the student, except for the following:

A. School Officials. University of New Orleans and Louisiana State University System
officials who have a Legitimate Educational Interest in the records;

B. Other School Officials. Upon request by the student, other school officials, where a
student seeks or intends to enroll;

C. Government Officials. Certain officials of the U.S. Department of Education, the
Comptroller General, and state and local educational authorities, in connection with certain
state and federally supported education programs;

D. Financial Aid Officials. In connection with a student's request for or receipt of financial
aid, as necessary to determine the eligibility, amount or conditions of the financial aid, or to
enforce the terms and conditions of the aid,;

E. Requests Prior to 1974. If compelled by a Louisiana State Law requiring disclosure that
was adopted before November 19, 1974]

F. Organizations Conducting Studies. Studies conducted for, or on behalf of, educational
agencies or institutions to develop, validate, and administer predictive tests, to administer
student aid programs or to improve instruction. These organizations may not disclose
personally identifiable information on students, and information secured must be destroyed
when no longer needed for their projects. Said organizations must provide written
assurances or the non-disclosure of personally identifiable information.

Accrediting Organizations. To carry out their functions.

Parents of Dependent. Parents of a student who have established that the student is a

dependent according to the Internal Revenue Code of 1954, Section 152.

Lo

UNO AP 51.01 EDUCATIONAL RIGHTS OF STUDENTS PAGE 2 OF 6



I. Legal Request. Persons in compliance with a judicial order or a lawfully issued subpoena,
provided that the institution makes a reasonable attempt to notify the student in advance of
compliance. The University is not required to notify the student if a federal grand jury
subpoena, or any other subpoena issued for a law enforcement purpose, orders the
University not to disclose the existence or contents of the subpoena;

J. Emergency Request. Persons in an emergency, if the knowledge of information, in fact, is
necessary to protect the health or safety of students or other persons;

K. Crime Victim. To an alleged victim of any crime of violence (as that term is defined in 18
United States Code 16) the results of any institutional disciplinary proceeding against the
alleged proprietor of that crime with respect to that crime;

L. Veterans Administration Officials. As specified under Title 38, Section 1790 (c), United
States Code.

All rights under the law are accorded to all students who are or have been in attendance at the
University of New Orleans.

2. PUBLIC INFORMATION REQUESTS. Access to public records pursuant to the Louisiana
Public Records Act (La. R.S. 44:1-41 and Article XII, Section 3 of the Louisiana Constitution)
must be forwarded to University Counsel immediately. For details, please refer to AP 28.03
Public Information Requests.

3. DISCLOSURE OF DIRECTORY INFORMATION. The University does not normally
disclose directory information. However, at its discretion, it may provide directory information in
accordance with the provisions of the act. Student requests for non-disclosure of directory
information may only be made by currently enrolled students and stays in effect until removed by
the students. Such requests are made by completing a Request for Non-Disclosure of Directory
Information form with the Registrar's Office.

4. STUDENT REVIEW OF EDUCATIONAL RECORDS. Students and former students have the
right to inspect and review their education records. The right of review and inspection includes:
the right to an explanation and interpretation of the record; the right to a copy of the education
record when failure to provide a copy of the record would effectively prevent the student from
inspecting and reviewing the record.

A. Request. Students should submit to the Data Steward or an appropriate University staff
person a written request which identifies as precisely as possible the record or records he or
she wishes to inspect. The records Data Steward or University staff person will make the
needed arrangements for access as promptly as possible and notify the student of the time
and place where the records may be inspected. Access must be given within forty-five (45)
days of the request. Copies, if made, will be made at the student's expense at prevailing
duplicating costs with the exception of academic transcript reproduction, which has a set
fee published in the current catalog.

B. Refusal. A copy may be refused, but only if, in doing so, the institution does not limit the
student's right to inspect and review that record. Reasons for refusal include but are not
limited to the student living within commuting distance of the University; the student has an
unpaid financial obligation to the University; or there is an unresolved disciplinary action
against the student.

C. Restricted. Students may not review and inspect the following as outlined by the Act:

i.  Parents. Financial information submitted by parents.
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ii. Prior to 1975. Confidential letters and recommendations placed in their files prior
to January 1, 1975, provided these letters were collected under established policies
of confidentiality and were used only for the purposes for which specifically
collected; or confidential letters and statements of recommendation, placed in the
records after January 1, 1975, to which the student has waived his or her right to
inspect and review and that are related to the student's admission, application for
employment or job placement, or receipt of honors.

iii. Multiple Students. Education records containing information about more than one
student; however, in such cases the institution must permit access to that part of the
record which pertains only to the inquiring student.

5. CORRECTION OF EDUCATION RECORDS. Students who believe that their education
records contain information that is inaccurate or misleading, or is otherwise in violation of their
privacy rights, may personally request that the University official with primary responsibility for
the records amend the record(s). In making the request, the student should identify the part of the
record he/she wants changed and specify why he/she believes it is inaccurate, misleading, or in
violation of his or her privacy or other rights.

A. Official Concurs. If the official concurs with the request, the record will be amended.

B. Official Does Not Concur. If the official does not comply with the request, the University
will notify the student of the decision and advise him/her of his /her right to a hearing to
challenge the information believed to be inaccurate, misleading, or in violation of the
student's rights.

I. Formal Hearing. Requests for a formal hearing must be made in writing to the
Office of Academic Affairs who, within forty-five (45) days of the receiving the
request, will inform the student of the time, date and location of the hearing. The
hearing will be conducted by a hearing officer appointed by the Office of Academic
Affairs and who is a disinterested third party. The hearing officer may be an official
of the University. 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 more individuals,
including an attorney, of the student's choice and at the student's expense.

The University will prepare a written decision based solely on the evidence
presented at the hearing. The decision will include a summary of the evidence
presented and reasons for the decision. Decisions of the hearing officer will be final
with no right of appeal. If the University decides that the information is inaccurate,
misleading, or in violation of the student's right of privacy, it will amend the record
and notify the student, in writing, that the record has been amended. If the
University decides that the challenged information is not inaccurate, misleading, or
in violation of the student's right of privacy, it will notify the student that he/she has
the right to place in the record a statement commenting on the challenged
information and/or a statement setting forth reasons for disagreeing with the
decision. This statement will be maintained as part of the student's education records
as long as the contested portion is maintained. If the University discloses the
contested portion of the record, it must also disclose the statement.
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6. SAFEGUARDING RECORDS. Access to confidential and sensitive records must be limited to
authorized personnel, as well as adequately secured, as defined in AP 9.01 Identity Theft
Prevention Program.

7. RETENTION OF REQUESTS. The University will maintain a record of all requests for and/or
disclosure of personally identifiable information from a student's education records. The records of
request, whether granted or not, shall include the names and addresses of the person(s) who
requested the information and their legitimate interests in the information. Records of requests and
disclosures do not have to be maintained for:

= Requests made by students for their own use;

= Disclosures made with the written consent of the students;

= Disclosures made to school officials under the conditions that allowed such disclosures;
or

= Disclosures made to a party seeking directory information.

The records of disclosures and requests for disclosures are considered a part of each student's
education records and, therefore, must be retained as long as the education records to which
they refer are retained by the University. These records must be made available for inspection
to students, responsible institutional officials, state and federal auditors, and others, as
prescribed by law. Refer to AP 28.02 Records Retention Policy for details.

7. POSTING OF TEST SCORES AND/OR COURSE GRADES. The public posting of test
scores/grades either by the student's name, institutional identification number, or social security
number without the student's written permission is a violation of the Act. Even with names
obscured, numeric student identifier numbers are considered personally identifiable
information. Instructors and others who post test scores/grades should use a system that ensures
FERPA requirements are met. For example, use code words or randomly assigned numbers that
only the instructor and student know. The order or posting should not be alphabetic.

RESPONSIBILITIES

Academic Affairs responsibilities include appointing the hearing officer, upon receipt of formal
request, to conduct formal hearings and adjudicate disputes regarding the correction of student
records in accordance with the provisions defined within this policy. In addition, the Office of
Academic Affairs is responsible for publishing reminders to the Faculty of student privacy rights
regarding the posting of grades, as well as devoting a section in the Faculty Handbook to this
matter.

Deans and Department Chairs responsibilities include defining and monitoring Faculty
procedures within their respective areas, to ensure that student privacy rights are not violated in the
posting of grades.

Faculty are responsible for adhering to procedures within their respective Colleges, as well as the
Faculty Handbook, to ensure that student privacy rights are not violated in the posting of grades.

Administrative Offices, Departments, Colleges responsibilities include maintaining student
education records and ensuring the security of these records. In addition, employees are
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responsible for consulting with the University Registrar as needed when exceptional or adversary
issues arise regarding the maintenance of these records. Offices maintaining student directory
information will limit the release in any form of this information to instances which are determined
to be clearly in the best interests of both the University and students. These offices will exclude the
release of directory information for any individual student who formally requests such exclusion.
Areas maintaining education records will provide individual students access to their personal
education records as defined in this policy. Areas maintaining education records will correct
student records on request as deemed appropriate and advise the Office of Academic Affairs
immediately in cases of disputes with students over the correction of education records.

Office of the Registrar responsibilities include serving as the official Data Steward of education
records; advising, on request, any person or agency concerning official policies and procedures
related to the maintenance and release of these records; and coordinating the publication of notices
regarding University policy statements on FERPA. The University Registrar is responsible for
developing and administering the procedures by which students preclude the disclosure of personal
directory information and provides on request information concerning the release of directory
information. The University Registrar provides, on request, information concerning student review
of education records to individuals and agencies.

Timothy P. Ryan
Chancellor
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