FERPA Information for Students
The Family Educational Rights and Privacy Act (FERPA) afford students certain rights with respect
to their education records. These rights include:

1. The right to inspect and review the student’s education records within 45 days
of the day the University receives a request for access. A student should submit to the
registrar’s office, dean, head of the academic department, or other appropriate officials, a
written request that identifies the record(s) the student wishes to inspect. The University
official will decide to access and notify the student of the time and place where the records
may be inspected. If the records are not maintained by the University official to whom
the request was submitted, that official shall advise the student of the correct official to
whom the request should be addressed.
2. The right to request the amendment of the student’s education records that the
student believes are inaccurate, misleading, or otherwise in violation of the student’s
privacy rights under FERPA. A student who wishes to ask the University to amend a
record should write to the University official responsible for the record of what the student
wants to change and specify why it should be changed. If the University decides not to
amend the record as requested, the University will notify the student in writing of the
decision and the student’s right to a hearing regarding the request for amendment.
Additional information regarding the hearing procedures will be provided to the student
when notified of the right to attend a hearing.
3. The right to provide written consent before the University discloses personally
identifiable information from the student’s education records, except to the extent that
FERPA authorizes disclosure without consent. FERPA authorizes disclosure without
consent in several situations, including but not limited to the following:
a. A) The University may disclose education records without a student’s
prior written consent under the FERPA exception for disclosure to school
officials with legitimate educational interests. A school official is a person
employed by the University in an administrative, supervisor, academic or
research, or support staff position; a person or entity with whom the University
has contracted as its agent to provide a service instead of using University
employees or officials; a person serving on the Board of Trustees; or a student
serving on an official committee, such as a disciplinary or grievance committee,
or assisting another school official in performing their tasks. A school official has
a legitimate educational interest if the official needs to review an education record
to fulfill their professional responsibilities for the University.
b. B) Upon request, the University may disclose education records without
consent to an official of another school in which a student seeks or intends to
enroll or is already enrolled so long as the disclosure is for purposes related to the
student’s enrollment or transfer.
c. C) Directory information may be released freely unless the student files
the appropriate form requesting that certain public information not be released.
This form is available in the Office of the Registrar.
4, The right to file a complaint with the U. S. Department of Education concerning
alleged failures by the Wilberforce University to comply with the requirements of FERPA.
The name and address of the office that administers FERPA is:

US Department of Education
Student Privacy Policy Office



400 Maryland Avenue, SW
Washington, DC 20202-8520

Release of student record information is generally not permitted at Wilberforce University without
the express, written consent of the student. There are, however, important exceptions.

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.
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