Warren

County Community College

Release of Information Form

Please print clearly in ink

Name:
Last First Middle Maiden
Student ID #:
Address:
City State Zip Code
Telephone #: Home ( ) - Work/Cell ( ) -

Family Educational Rights and Privacy Act (FERPA)

Warren County Community College respects the rights of our students. The Family Educational Rights and Privacy
Act (FERPA) (20 U.S.C. § 1232¢g; 34 CFR Part 99) is a Federal law that protects the privacy of student education
records. WCCC will not disclose the details of your Academic, Admissions, Finance or Financial Aid file with
anyone, unless you provide your written consent for us to do so.

You may want to give us the ability to release information for the following reasons:

» You would like a spouse/parent/agency to speak to our finance department regarding payment arrangement.

You would like a spouse/parent/agency to speak to our financial aid office regarding your financial aid

application and status.

»~ You would like a spouse/parent/agency to speak to our admissions staff regarding your admissions application
and status.

» You would like a spouse/parent/agency to have access to your academic records.

e If you wish to grant College staff permission to discuss the details of your file with anyone such as your
parents, spouse, etc., you must provide the name(s) and their social security number (to be used as an
identifier) of those individuals below.

e If you are granting permission for the release of information to an individual at an agency (e.g.
unemployment), please indicate the specific person and their agency below.

Person’s Name Last 4-digits of SS#/
Person’s Name Last 4-digits of SS#/
Person’s Name Last 4-digits of SS#/

* Please be aware that the people you list will have access to your file unless you notify us in writing to
discontinue the release of information.

I understand that by signing the Warren County Community College Release of Information Form, that I
hereby authorize WCCC to provide information regarding my file to the individual(s) listed above.

Student Signature: Date:

revised 2/2023 FERPA Permissions Processed:
/ / date initials




STUDENT RIGHTS TO PRIVACY (FERPA)

This summarizes the Family Educotionul Rights and Privacy Act of 1974 (FERPA). This law was established to protect the privacy of student records and ollow student access 1o their educational records. The
tomplete Fmmily Feveational Rights and Privacy Actis availobla on the US Deporiment of Educntion’s wehsite af www.used.gov.

. Students enrolled ot Warren County Community College have fhe right to inspect ond review their educational record. [f any muterinl or document in the educationol record of a student includes information on
more thun ene student, each student will huve the right o inspect only that part of the material or document that reluies to him or her,

I\, Since Warren County Community College {s un institution of post-secondary education, the permissien or consent required generally npplies only to the students.
I1I. The Registrar hus the responsibility for muintenance cf the educotional racords and other documents relotive to the student’s enrollmant and aeademle progress.

IV. The term edvcational record includes only the following materials and documents:

a, Applications for Admission and Re-udmission

k. High School franscripts or GED score reports i Finol Grades

t. College transcripts i Transeript Evalyations for Transfer Credit

i Registration and Drop/Add forms k. Instructor Referral Forms

e, Placement tesi results and waiver forms l. Admissions Decision Sheets

f. Any College commitiee communications pertaining 1o academic matters m Copies of fetters written by WCLC to o third-porty cenfirming enrollment status
g Trenscripts of nealemic grades and semaster grade reporis n. Contirmations of Eligibility for Sponsorship (to o contructing institution)

h. Lefters of Reference prepared by Warren County Lommunity College 0. SAT scora reports

[ Correspondenca betwsen the College and the student thu! pertuias fo regisirution, ucademic progress, grades or ony other item of the educational recard

V. Warren Couniy Community College will muintuin oll parts of the educntional record during the student’s admission und enrollment at the College. Parts of the record may then he destroyed ufter

graduation or five yzars ofter cessation of enroliment uccording to the record retention policies of WCCC or govarnment apencies.

VI.  The term edveational record does not include the following:
o. Financiul records of parents o studenis b, Confidentiul lefters/stotements in students files L Advisor notes
Recards of administrative end tenching Faculty, which are in the sole possession of the muker ond which are not accessible to or revealed 1o any other person excopt o substitute
Confidertial recommendations regarding odmissions, honors ond awurds, er emplayment if the student hos signed o waiver of his/her right to nccess this infarmation. Such a waiver shall apply to
recommendations only if: (1) The student is, vpon request, notified of the names of all persons making confidemtil recommendations (2) Such recommendndions ore only used for the purposa intanded.

e =~

VIL, Warren County Community Coflee mny release the following “directory” information on any student affer the fenth day of classes of the current semester, unless the student hos designated thut it should not
be relensed without hisfher vrior cansent. Such netification must ba submitted by the student in writing (See Setion IX)r:

I Nume d. Date of hirth (X Dates of utendnnce
b, Address 8. Pragrom of study f. Degrees, Certificotes and awards from WCCL
L Telephone number d. Participation in recognized schoel activities J. Most recent previous eduentional institution aftended

VIII. Worren County Community College will nt ralense the sducational records or personully identifioble infarmation of its students {other than direclary informatian) without the written tonsent of the student
1o any parly, excepl far the following:

a. School officluls with a demonstried need to nccess this information
h. Accrediting organizations in arder ta carry o their accrediting functions
[ Organizations conducting studies for, or on hehalf of, educational ngencies and institutions for education purposes if such studies da not permit personal identification of students by persens other fhon

rapresentutives of such orgunizations and the informution will be destroyed when no longer needed for the designated study

d. Authorized representatives of the Comptroller Generul of the United States Dapariment of Education, administrative heads of educarion ngencies or State educational nutharities in connection with the
uudif ond eveluntion of W{(C

8, Authorized judicinl representntives on compliunce with o judiciol order or o lawfully issued subpoena. The Registror will moke o reasonable atempt o nofify tha student in advance of complionce. Such
court orders must he dedivered to the Office of the President of Warren County Community College and shull state the speific nnture of the inquiry and the dote of the required court appearance

f. Orgunfzations, ugencies or officials connected with o student’s application for or receipt of financial aid

1. Officials of contracting institutions, where the student has been spensored to aitend dosses, i the student has been issued a Confirmution of Eligibility to uttend that institution.
IX. Students requesting that their directory information not be released must:

a, Submit their regoest in writing und include the following:

1 Their name, stutent ID number, current nddress and current telephone numher,
2, A statement specificully stating which itams of directory informution the student does not wish Warren County Communiiy (ollege fo releass,
3 The semester for which this information sheuld be withheld,

X The student’s signotore.
b. The request to withhold directory information will remain in effoct until the student notifies the college 1o relaass records,
[ Requests to withhold directary information should be ardressed o the Dffice of Stodent Services

X. The Warren County Community College Transeript Request Form should he used to request copies of on ucndemic franscript fo be relensed. (See Transcript Request form)

XI. Warren County Community College will not release personal information on o studeni except on the condition that the party fa which the informotion is fransfarred will net permit uny other party to hove
nccess to it without the censent of the student.

XII, Warren County Community College mey muintain un nceess record, which will he kept with the educational record of soch student and which will detail ol individuals, ngencies or organizations {except fhase
ut WCCC) who huve requested or obtuined nceess to o student's educational record.

XU Students may request aceess to their own educational recards by writing to the Registrar, Warren County Community Collega, 475 Route 57 West, Washington, NJ (78624343 ar by visiting the Office of
Student Services. Upon receipt of this request, the Office of Student Services will notify the student when he/she will be allowed uccess raquasied records. Access will be granted within thirty (30) doys.,

XIV. Students may obtuin copies of any materiol or document contnined in their edveational record, except officiol copies of documents received fram other institutions ar agencies, such as high school or college
transcripts.  Charges may npply consist with Coliege policy.



