Personal Data Collection
Directory information at Wilberforce University is as follows:

1. Student Name.

2. Permanent Addresses.

3. Major of Study.

4, Dates of Attendance at the Wilberforce University
5. Degrees Awarded.

Under FERPA, the university may release directory information without a student's prior consent, unless the
student tells the university not to release this information, by placing what is known as a confidentiality or privacy
to hold. To place confidentiality or privacy to hold, the student must complete a FERPA Release/Revocation Form.
This form is available by contacting the Office of the Registrar.

Two important details regarding placing confidentiality or privacy hold on a student's record:

1. The university receives many inquiries for directory information from a variety of sources
outside the institution, including friends, parents, relatives, prospective employers, the news media, honor
societies, and other members of the public. A privacy hold will preclude the release of such information,
even to those people.

2. A privacy hold applies to all elements of directory information in a student's student record. The
Office of the Registrar does not apply privacy to hold differentially to the various directory information
data elements. A request for a privacy hold will result in all data elements being withheld.

FERPA Information for Employees

Wilberforce University is dedicated to protecting student privacy. All employees with access to student education
records are obligated to comply with FERPA and to protect those records according to the law. The disclosure of
student information to any unauthorized person could subject an employee to criminal and civil penalties imposed
by law and could be cause for disciplinary action, including termination of employment. When accessing
Wilberforce University systems, view only the information needed to complete an assigned or authorized task.
Communicate the information only to other parties with a legitimate educational interest in the information in
accordance with FERPA. If you have any questions about whether you have a legitimate educational interest in
any student information, please contact the Office of the Registrar.

Disclosures of Student Records Disclosures
with Student Consent Wilberforce University
releases education records to third parties when a

student provides written consent specifying:

. the information to be disclosed,
. the recipient(s),

. the purpose, and

. the student signature/date.

Wilberforce provides an Authorization for Release of Information (FERPA) form for this purpose.



Disclosures without Consent (FERPA Exceptions)

The University may disclose education records without student consent as authorized by FERPA, including
disclosures to:

. University officials with legitimate educational interest.

. another institution where the student seeks or intends to enroll.
. authorized officials for audit/evaluation of education programs.
. parties administering financial aid.

. accrediting agencies performing accrediting functions.

. appropriate parties in a health/safety emergency; and

. compliance with subpoenas/court orders as required by law.

Directory Information and Privacy Holds

Wilberforce University designates certain information as directory information, which may be
released unless the student has restricted disclosure. Directory information includes student name,
permanent address, major of study, dates of attendance, and degrees awarded.

Students may request a privacy hold/confidentiality restriction, which limits release of directory
information as described in university publications.
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