Procedures for Students

Opting Out of Directory Information Disclosure
The College Registrar with the approval of the Custodian of Records, can disclose directory information upon
request to any third-party without student consent. However, students can opt out of directory information
disclosure (name, enrollment status, degrees and awards earned, and participation statistics for officially
recognized sports and activities). To opt out, students must submit a written request to the College Registrar
indicating the following information:

e Name

e Student ID number

= Statement requesting that directory information should not be released

e In person submissions should be signed. Submission

Any other documents that may be officially contained in the students’ record may be inspected
by submitting a written request to the Custodian of Records who will determine which records will be released.
If the student wants a copy of any or all documentation contained within their record, an appropriate per page
copying fee will be charged to the student. Students shall pay applicable fees online, and approved records will
be transmitted electronically through encrypted communication.

ubpoenas, as well as requests from law
enforcement officials when such information is required as part of a criminal investigation, without students’
express consent. All such requests are handled by the Custodian of Records of the College. Generally, non-court
order subpoenas will be responded to within 15 days in order to allow for notification to the student. However,
if the student does not respond within that period, the information will be released per the request in the lawfully
issued subpoena.
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