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STUDENT RECORDS ADMINISTRATION-011

PURPOSE:

To establish the campus policy and procedure for maintaining student records consistent with
Executive Order 382.

ORGANIZATIONS AFFECTED:

All Univerdty units, induding auxiliary organizations.

REFERENCES:

3.1

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

3.10.

20 USC 1232g, Family Educational Rights and Privacy Act of 1974 (FERPA) and
amendments.

34 Code of Federal Regulations (CFR), Part 99.

Cdifornia Civil Code section 56 et seq., Confidentidity of Medica Information Act.
Cdifornia Civil Code section 1798 et seq., Information Practices Act

Cdifornia Administrative Code, Title 5, Sections 40601(g), and 42396.5.

Office of the Chancellor Executive Order No. 382, Subject: Privacy and Personal
Information Management, Student Records Administration.

Office of the Chancellor memoranda, SA 83-09, Subject: Student Hedlth Services
Petient Access to Hedlth Records.

Cd State L.A. "Student Grievances' (Senate: 3/2/99, President: 4/30/99)

Cd State L.A. Statement of Students Rights and Responsibilities, Section 3(b),
Subject: University Accessto Records and Information.

Cd State L.A. Adminigtrative Procedures:
Number 707 Subject: Record Retention and Disposition
Number 708 Subject: Destruction of Confidentia Records

Number 023. Subject: Informetion Practices
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Number 804 Subject: Student Employment

4.0. POLICY:

4.1.

4.2.

4.3.

Policy Development and Review

The Univergity will develop policies and procedures for student records adminigration
congstent with dl pertinent federd, state and system guiddines. A copy of the
procedure document will be made available to students upon request at the office of
the Vice Presdent for Student Affairs, aslisted in Appendix 8.9. Students may aso
obtain an dectronic copy at http://Amww.cd statel a.edu/univ/studentrecords.

On abiennid bass, the Univerdty will review the procedure document for overdl
effectiveness and determine that the following are included:

a  Appropriate policy statement on the privacy of student records.

b.  Proceduresfor amending records, including hearing procedures.

c.  Proceduresfor disclosing information to students and others with legitimate
educationd interest.

d.  Proceduresfor record keeping.

The Office of Anaytica Studies and Data Adminidiration will coordinate the review
and complete a summary of results. The Information Practices Officer will natify the
President of the completion of the biennia review and recommend any policy or
procedural changes deemed necessary.

Inspection of the Records

4.3.1. Students may review al student records relating to them except those
student records that include information on more than one identifiable
student. In the case that such arecord is needed, the only information that
will be released isthat which is pertinent to the student requesting access.
Access to inspect such records shdl be granted no later than thirty (30)
working days following the receipt of request.

Requests to access records must be made on the Request to Access
Records form. The requestor must present current identification with
photograph and signature to access records.
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Records will be destroyed in accordance with the University retention
schedule. Students who have requested access to arecord, however, are
entitled to see that record prior to its destruction.

Waivers

a

Students may waive ther rights to inspect and review confidentia
|etters or Statements of recommendation regarding:

1) Admisson to the campus or another educationd ingtitution,
2)  Angpplication for employment or career placement, and
3) Thereceipt of an honor or honorary recognition.

Waivers may gpply to confidentid |etters and satements only if:

1) Thestudent or gpplicant is notified, upon request, of the names
of al persons providing such letters or statements,

2) Theletters or statements are used for the purpose for which
they were intended, and

3) Suchwaversare not required of students by the campus for

any purpose.

Waivers shdl be made on the Waiver form and signed by the
student.

Waivers may be goplied to ether individud letters and statements or
al letters and statements, as specified by the student.

Waivers may be revoked in writing by the student at any time. Such
revocations shal affect only those letters and statements written after
the revocation.

Confidentia |etters, Satements of recommendation and Smilar

eva uative documents which were placed in the educationd records
prior to January 1, 1975, which materias are not used for purpose
other than those for which they were specificdly intended in the Act,
must not be released to the student, except upon the author's written
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authorization and subject to existing policy. Such letters are to be
treated as confidentia provided that they were solicited with written
assurance of confidentidity or sent and returned with a documented
understanding of confidentidity and that the letters and statements
used would be used only for the purpose for which they were
specificaly intended.

0. Thoserecords acquired after January 1, 1975 on a confidentia basis
(either expressed or implied) and are retained in the student's
cumulative file must be made available to the student and shall be
handled within the following guiddines

1) Therecords may be made available to the sudent pursuant to
the act.

2) A notice may be provided when feasible or practicd notifying
the author that confidentid materiad will be made available to
the student, or upon request of the author or where otherwise
appropriately destroyed when the student has not previoudy
requested access to the records.

3) Lettersof recommendation and Smilar evaluation documents
may be returned to their authors.

4)  Therecord may be destroyed. It would be appropriate to
remove and destroy inappropriate or useless data. However,
if such information has been formaly requested by the student,
the materid shdl not be destroyed without alowing the student
an opportunity to review the information.

Releases

Student records may be disclosed to a person or entity who has avdid
written release authorizing disclosure to that person or entity. A release
ghdl be deemed vdidif it:

a)  describes, specificdly or generdly, the record(s) for which disclosure
IS sought,

b) issgned by the student to whom the record(s) pertain, and the
signature is notarized or matches exemplars of the sudent’ s Sgnature
that are dready on record with the Universty,
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c¢) thename of the sudent sSgning the release can be distinguished from
al other students who had the same name or surname, such as by
incluson of asocid security number, date of birth, and/or other
diginguishing factors, and

d) hasnot expired by virtue of terms set forth in the release.

A copy of each release received shdl be placed in the same location as the
log described in section 4.6.4. Persons or entities to whom copies of
records are released shadl pay the same fees/costs that would be charged
to a student seeking copies of his’her own records. Unlike ingtances of a
student seeking copies of hisher own records, however, financia hardship
ghdl not justify awaiver of fees.

Copies of Records

A student may request and receive, within fifteen (15) days of request, a copy of any
record that he/she is entitled to ingpect, provided that he/she pays the gppropriate fee
in advance and is not precluded from receiving University services as aresult of
unpaid/overdue debts to the Univerdty. No fee shdl be charged to a student for
copies where denid of a copy would effectively deny the student the opportunity to
ingpect the record.

Photocopies of officia transcripts will not be provided under any circumstances.

Feesfor Copies

45.1.

4.5.2.

A fee may be charged for copies of student records based only on the cost
of reproduction and the labor involved in the reproduction. The fee may
be set on aper unit basis. No feeswill be incurred for student search and
retrieval of student records. Feeswill be charged according to the
schedule shown in Appendix 8.8.

Fees collected for reproduction costs will be deposited and expended
through the State College Trust Fund per Section 89721(g) of the
Education Code.



4.6.

4.5.3.

011

Fees for the reproduction of transcripts and placement files shall be
charged at the rates authorized by the Chancellor and deposited according
to current system policy.

Disclosure of Records

4.6.1.

4.6.2.

4.6.3.

4.6.4.

4.6.5.

The University may disclose, but is not compelled to disclose, persondly
identifiable information from a student record to any authorized outside
party designated by Executive Order 382, 34 CFR, Sections 99.31,
99.34, and 99.36. However, the campus is compdlled to disclose such
information in compliance with a court order or lawfully issued subpoena.

The Universty may disclose gatisticd datain which sudents are not
identified to any public agency, entity or private non-profit college,
university or educationda research organization when such disclosures arein
the best educationa interests of students.

The University may prevent transfer of records to another college or
university and withhold copies of such records from students for
nonpayment of debts in accordance with Title 5, Section 42381.

The University will maintain alog listing al persons, agencies, and
organizations requesting or recalving information from a record; included in
thislog will be a description of the legitimate interests that these parties had
in requesting or obtaining the information.

a  Suchalog need not include: the student, parties to whom directory
information is released, parties for whom written consent has been
executed by the student, or officids and employees with alegitimate
educationd interest in the record.

b. Thelog shdl be open only to the sudent, the officid or the officid's
designee responsible for the maintenance of the student record,
campus officias with legitimate educationd interests in the record.

In the case of a subpoenaor court order for access to records, the
individua student shdl be natified in advance of compliance with the order.
Such natification shal be either in person, by amember of the University
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Police, or by certified mail to the last address on record in the Registrar's
Office.

4.6.6. Directory Information—Under existing federd and state guiddines, the
University may release directory information to anyone, provided that
currently enrolled students are given public notice of the following:

a.  Thecaegoriesof persondly identifiable information that the campus
has designated as directory information as listed in Section 5.3.

b. A dudent hasaright to refuse to permit the release of any or dl of
the categories of hisor her directory information by natifying the
campus in writing, usang the term provided in the Schedule of Classes
each term, and submitting it to Enrollment Services, asliged in
Appendix 8.9.

4.6.7. The Universgty is permitted but not compelled to participate in satistica
research sudies by externd agencies, in which individuas are identified for
purposes of conducting the study, but not in any of the published or publicly
available results

When persondly identifiable information is released without written consent
to individuds other than secondary data custodians, FERPA requires the
primary record custodian(s) of the information to maintain arecord
showing those extra-inditutiona agencies or organizations that have
requested or obtained access to a student’ s education records, pecificaly
indicating the legitimate interest that each such person, agency, or
organization had in obtaining theinformation. FERPA Sec. 12329 (b) (1)
specificaly authorizes rdease of persondly identifiable informeation without
written consent from students, to federal and state education agencies and
authorities, aswell asto organizations listed in 7.2.6.

4.7. Effect of disciplinary action on student records.
4.7.1. Conggtent with adminigtrative law and CSU practices, the University

requires that an account of disciplinary action be maintained in sudent
academic records.
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A determinate disciplinary sanction will be temporarily posted (i.e.
disciplinary suspension or probation) on the student permanent academic
record during the duration of the sanction.

An indeterminate sanction (i.e. expulsion) would be permanently affixed to
the student permanent academic records.

All regulations under the Family Educationa Rights and Privacy Act of
1974 and dl amendments enacted thereafter will be enforced by the
primary record custodians regarding the release of information to external
organizations from the academic records of a student under disciplinary
sanction. Record custodians should dso refer to the Regidtrar'sinterna
operating ingtruction, Maintenance of Student Academic Records for
Disciplinary Actions

4.8. Amending Records

4.8.1.

4.8.2.

4.8.3.

DEFINITIONS:

In accordance with proceduresin 7.3, students may request, in writing, that
astudent record be amended if it isdleged to be: (1) inaccurate; (2)
mideading; or (3) otherwisein violation of their privacy or other rights.

A student may add a written response to the record of any disciplinary
action taken againgt the student pursuant to Title 5, Cdifornia
Adminigrative Code, Section 41301, when such information isincluded in
any student record.

Appedsin cases where there has been arefusa to amend or whereit is
determined that the information requested cannot be released due to
confidentidity will be heard as outlined in Section 7.3.5. below.

5.1. Student--Any person enrolled and in attendance a a campus of The Cdifornia State
Universty, ether presently or previoudy. The term includes any person who isor has
been enralled in ether the regular, extenson, or Summer Sesson curriculum, regardless
of the physicd location of the program. The term does not apply to applicants for
admission to any component unit of the campus, even though such gpplicants are
enrolled and in attendance at another component unit of the campus.
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Student Record--Any persondly identifiable information related to an individud’s
experiences as a student which is maintained by a campus whether recorded and not
limited to handwriting, print, tapes, film, microfilm, computer media, or other materia
means.

Exclusons--For the purposes of mantaining consistency with Executive Order 382,
certain information is generdly excluded from this definition. These exclusions, which
are dso contained in federd and Sate law include: (1) directory information; (2)
information provided by parents related to applications for financid aid or scholarships;
(3) confidentid letters or statements of recommendation filed on or before January 1,
1975; (4) information maintained by ingtructional, supervisory, adminidrative, and
related educational personne which is not revealed to any other person except a
substitute; (5) records of physicians, psychologists, and psychiatrists or other
recognized professond or pargorofessona persons acting or asssting in thelr
professional or pargprofessona capacity; (6) records of law enforcement officids; (7)
employee records; and (8) dumni records which contain only information relating to a
person after that person was no longer astudent. For specific procedures and
requirements pertaining to these exclusions, refer to 34 CFR, Section 99.3(b).

Directory Information--For purposes of this document, the term “directory
information” includes the following: the student's name, address, telephone number,
date and place of birth, mgor fidd of study, participation in officialy recognized
activities and sports, weight and height of members of athletic teams, dates of
attendance, degree and awards received, the most recent previous educationa
indtitution attended by the student.

Disclosure--The permitted access, release, transfer, and/or communication of
persondly identifiable information contained in education records to any party, and by
any means, whether they be ora, written or dectronic.

Access-A persond ingpection and review of a student record or a copy of a student
record in written or eectronic form; an ord or written description or communication of
the contents of a student record.

Primary Record Custodian--Academic or adminigtrative department head responsible
for maintaining records systems aslisted in Appendix 8.1.
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Secondary Record Custodian-Faculty, staff, administrators, student employees, or
committees (when the members of the committee are gppointed or eected to an
officidly congtituted committee) who perform afunction or task on behdf of and a the
request of the University, its faculty, schools or divisons, and who have legitimate
educationd interest in and access to student records

Legitimate Educationd Interest--Interest of Univergity personnd who have a
demondirably legitimate need to review records in order to fulfill their officid
professona responghilities in conjunction with the primary educationd and scholarly
functions of the University, and/or the secondary adminidrative functions of maintaining
property, disbursing funds, keeping records, providing living accommodations and
other services, sponsoring activities, and protecting the health and safety of persons or
property in the Universty community.

Information Practices Officer--Individuad appointed by the President to implement the
Information Practices Act of 1977 and to file the required annua notices with the
Office of Information Practices. The Campus Information Practices Officer isthe Vice
President for Information Resources Management or designee.

RESPONSIBILITIES:

6.1.

6.2.

The President will designate theindividua to serve as the Information Practices Officer.

The Information Practices Officer will:

6.2.1. Maintain an index identifying records on campus containing personal
information, and provide information related to the access to and disclosure
of persond records, including the titles and addresses of custodians as
shown in Appendix 8.1.

6.2.2. Coordinate and complete a summary of results of the biennid review and
notify the President of any recommended policy and procedura changes.

6.2.3. Commence updating process of this procedure if needed, to comply with
any amendments to FERPA or applicable federadl and state laws and CSU
policies.



6.3.

6.4.

6.5.

6.6

011

11

6.2.4. Ensure that primary record custodians maintain gppropriate records for
access to student records under 7.2.6 below.

The Director of Admissons will;

6.3.1. Ensure that notification of sudent rights and the availability of the
information specified in FERPA and 34 Code of Federd Regulationis
provided to dl students upon initid enrollment (e.g., included in the genera
catalog, student handbook, class schedule, registration materias and other
appropriate campus publications).

6.3.2. Provide natification of student records privacy rights to continuing students
annudly through appropriate means such as registration materias, class
schedules, student handbooks, newspapers, bulletin boards, and on World
Wide Web pages viewed by current and prospective students.

The Director of Business Financid Services will:

6.4.1. Periodicdly review fee charged for copying records.

6.4.2. Obtain gpprova from the Campus Fee Advisory Committee of changesin
fee.

6.4.2. Ensure that fees collected are deposited and expended as outlined in the
Education Code.

The Vice Presdent for Student Affairs will:

6.5.1. Make available to requesting students a copy of the Universty policy
regarding student records and FERPA, aslisted in Appendix 8.9.

6.5.3. Ensure the Cdl State L.A. Statement of Students Rights and
Responshilities is made readily accessible to students enrolled in the
Universty.

Primary Record Custodian will:
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6.6.1. Conduct the routine, day-to-day decisions with regard to the records
within the department.

6.6.2. Be knowledgeable of the contents of this and related procedures and
ensure compliance with gpplicable regulaions and guiddines.

6.6.3. Ensure that reasonable supervison is provided to preclude students or
other unauthorized individuas from atering or removing documents from
student records.

6.6.4. Maintain the records of disciplinary action in a separate secured et of files
with controlled access.

Secondary Record Custodian will:

6.7.1. Have the same generd responsibilities as primary record custodian in
section 6.6.1 10 6.6.4.

6.7.2. Refer to primary record custodian al requests for information other than
directory information.

The Judicid Affairs Officer will:

6.8.1. Notify the affected primary/secondary Record Custodian and Registrar by
memorandum signed by the President or designee whenever arecord isto
be placed under disciplinary sanction.

6.8.2. Notify the primary/secondary Record Custodian and Registrar by
memorandum signed by the President or designee when there is a need to
amend the permanent academic record of a student placed under
disciplinary sanction.

6.8.3. Notify the affected primary/secondary Record Custodian and Registrar by

written notice that a sanction has been rescinded and that the record may
be returned to files regularly maintained for other sudents.

The Regigtrar will:
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Process request to release directory information.

Accessto Records

7.1.1.

7.1.2.

7.1.3.

7.1.4.

7.1.5.

7.1.6.

Persons requesting access to student records may submit a Request for
Records Access form to the custodian of the record or appear in person
during norma business hours to request access and complete the form.

The Univerdaty will inform the student of the location of the requested
record if it isnot centrally located, and provide qualified personnd to
interpret the record where appropriate.

Accessto ingpect and review records will be granted no later than thirty
(30) working days after receipt of the request.

Theindividua reguesting access must provide identification such asa
driver'slicense or student ID bearing photograph and signature.

If it is determined that a student's request for copies of records iswithin the
guiddines of Section 4.4. above, the student will pay the current chargesin
cash, money order, or cashier's check payableto CSULA at the Cashier's
Office.

Upon presenting areceipt for payment to the record custodian, copies of
the record will be released.

Disclosure of Records

7.2.1.

71.2.2.

7.2.3.

The Universty will obtain the written consent of the student before
disclosng persondly identifiable information from the student record,
except as provided in 34 CFR, Sections 99.30 and 99.31.

The student will Sgn and date the consent form.

The written consent form will be maintained permanently with the sudent
record, e.g., the student admission file.
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When disclosing persondly identifiable information from a student record,
the Univergty shdl inform the party to whom disclosure is made that
release to athird party without the prior written consent of the student or
use of theinformation for any purpose other than that pecificdly intended
is prohibited.

When a student provides written consent to disclose persondly identifiable
information from a student record to another college or Universty, the
Univergty shdl notify the student of the right to challenge the content of the
record, except that the Univerdty may prevent transfer and withhold copies
of such records from students for nonpayment of debts.

Reqguests for Access by Others--1f a person other than the student
requests access, the Record Custodian will verify that the individua hasthe
written permission of the sudent or isincluded in the following classes of
persons who are entitled to access as specified in the Family Educationa
Rights and Privecy Act.

a.  Schodl officids, induding teechers within the educationd ingtitution or
locd educationd agency who have been determined by such agency
or indtitution to have a legitimate educationd interest in the contents
of the student record.

b. Officidsof other schools or schoal systemsin which the student
seeks or intends to enrall, upon condition that the student be notified
of the transfer.

c.  Authorized representatives of the Comptroller Generd of the United
States, the Secretary of Hedlth and Human Services and/or
Department of Education, an administrative head of an education
agency (as defined in Section 408(c) of the Act), or State
educationd authorities, as necessary in connection with the audit and
evauation of Federa programs.

d.  Inconnection with astudent's application for, or receipt of, financia
ad.
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e. Saeandlocd officids or authorities to whom such information is
specificaly required to be reported or disclosed pursuant to State
statute adopted prior to November 19, 1974.

f. Organizations conducting studies for, or on behdf of educationd
agencies or inditutions for the purposes of developing, valideting or
adminigering predictive tests, administering sudent aid programs and
improving indructions, if such studies are conducted in such amanner
aswill not permit the persond identification of students and their
parents by persons other than representatives of such organizations,
and such information will be destroyed when no longer needed for
the purpose for which the study was conducted.

g Accrediting organizationsin order to carry out their accrediting
duties.

h.  Personswho need to know information in cases of hedlth or safety
emergencies, subject to regulations of the Secretary of Hedlth and
Human Services and/or Department of Education

Before permitting access to the student's record, the Record
Cusgtodian will: verify the requesting person's identity, note on the
Request for Records Access form what type of identification is
presented, obtain the requestor’ s sgnature on the form, and attach to
theform a copy of the document authorizing access to the record.

7.2.7. The record custodian will log dl ingtances of disclosure in the Disclosure
Log.

7.2.8. Upon written notice of disciplinary sanction, (see Section 6.8.), the Judicid
Affairs Officer will natify the Registrar and Directors of Admissons of The
Cdifornia State University campuses as directed.

Amending Student Records
7.3.1. The provisons s forth herein for amending student records shal not apply

to student discipline records. A student has the opportunity to challenge
the accuracy of such records at the time they are being created, through the
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7.3.7.

7.3.8.

7.3.9.
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student discipline process. However, a sudent may add awritten
response to the record of any such disciplinary action taken againgt
him/her.

A student may submit a Request to Amend Records form to the primary
record custodian to request an amendment to a student record which is
dleged to be: 1) inaccurate, 2) mideading, or 3) otherwise in violation of
his’er privecy or other rights.

The primary record custodian will review the record in question and, within
45 days after the request is received, determine whether it is appropriate to
amend the challenged record. A copy of the Request to Amend form
specifying the consequent decison will be forwarded to the student.

If the decision is to amend the challenged record, the information shal be
corrected or removed and destroyed by the primary record custodian.

If the decison is not to amend the chalenged record, the primary record
custodian will advise the sudent in writing of the decison and of the right to
aforma review and hearing in accordance with 34 CFR, Section 99.21.

The student who requests a hearing may submit a copy of the Request to
Amend and supporting documents to the Universty Student Grievance
Committee. The Chair of the Committee shall serve as the hearing officer.

The Universty will conduct a hearing in accordance with 34 CFR, Section
99.22 and make afind determination within 45 days after the written
request for a hearing is received.

If, following a hearing, the Univergity decides that appropriate grounds
exig for anending the chalenged record, the primary record custodian or
other officid shal amend the record accordingly and shdl so notify the
sudent in writing.

If, following a hearing, the University decides that no appropriate grounds
exist for amending the challenged record, the primary record custodian or
other officid shdl so natify the student in writing.  Such notification shal
aso inform the student that he/she has the right to place with the chalenged
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record awritten satement commenting on the information in the record
and/or stting forth reasons for his’her disagreement with the University' s
decison. This statement shdl be maintained with the chalenged record for
aslong as the chalenged record is maintained, and shal be disclosed
whenever the challenged portion of the record is disclosed.

APPENDICES:

8.1. Index of student records subject to Executive Order 382 guidelines
8.2. Request for Records Access

8.3. Request for Photocopy

8.4. Request to Amend Records

8.5. Consent to Disclose Student Records

8.6. Disclosure Log

8.7. Releasing Student "Directory Information’ to Outsde Agencies
8.8. Current Charges for Records Access

8.9.

Locations for Information and Submission
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INDEX OF STUDENT RECORDS SUBJECT TO
EXECUTIVE ORDER 382 GUIDELINES

Note: Retention periodsfor al records listed are found in the Cd State L.A. Administrative
Procedure on "Records Retention and Disposition.”

Daee March 2000

138

Description of Records Title of Address of
Custodian Custodian

ADMISSION/STUDENT FOLDER ITEMS

1.  Academic Records from other ADMISSIONS ADM. 247
Indtitutions (including asociated OFFICER
worksheets, evaluations, etc.)
2. Application for Admission ADMISSIONS ADM. 247
OFFICER
3. Admissions Correspondence ADMISSIONS ADM. 247
OFFICER
4.  Admissons Confidentid Records ADMISSIONS ADM. 247
and Correspondence OFFICER
S. Internationa Student DIRECTOR, INTERNA- ADM 127
Cetification (I 20 for F TIONAL PROGRAMS
Visaor IAP 66 for JVisa) AND SERVICES
6.  Graduate Credit Requests ADMISSIONS ADM. 247
OFFICER
7.  Graduate Record Exam DIRECTOR OF LIB PW 2098
TESTING
8.  Graduation Checks REGISTRAR ADM. 401
9.  Peitionsfor Exception REGISTRAR ADM. 401

to Policy
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Description of Records Title of Address of
Custodian Custodian
10. Statement of Residence ADMISSIONS ADM. 247
OFFICER
11. Tesing Results (induding DIRECTOR OF LIB PW 208
entrance examinaions) TESTING
FINANCIAL AID ITEMS DIRECTOR, CENTER SA 124
FOR STUDENT
FINANCIAL AID
1.  Information and Supporting
Documents from student's Free
Application for Federd Student
Financid Aid (FAFSA) for the
following programs:
a Pdl Grant
b. College Work Study (CWYS)
c. Federa Direct Student Loans
d. Nationd Direct Student Loans (NDSL)
e. Nursng Student Loans
f.  Supplemental Educationa
Opportunity Grants (SEOG)
0. Educationa Opportunity Grants (EOP)
h. State Universty Grant (SUG)
i. Cd StateL.A. Grants
j. Cd Grants
2. Application for Assstant- CENTER FOR STUDENT
ships, Scholarships and FINANCIAL AID OR

Awards VARIOUS DEPARTMENTS
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Custodian Custodian
3. All finendd/payment FINANCIAL AID ADM. 513
records BUSINESS OFFICE
a  Short-term-or Emergency
Student Loans
b.  Specid Funds
c.  Duplicate Cashier Receipts
INTERNATIONAL STUDENT ADVISING DIRECTOR, INTERNA-  ADM. 127
FILE TIONAL PROGRAMS
AND SERVICES
GOVERNMENT PROGRAM CERTIFI- DIRECTOR, CENTER
CATIONS (Socid Security FOR STUDENT FINAN- SA 124
Beneficiaries, Veterans, €tc.) CIAL AID
GRADE SHEETS REGISTRAR ADM. 401
GRADUATE STUDIESITEMS
1.  Active Candidate Folder ADMISSIONS OFFICER ADM. 247
2. Completed Degree Folder ADMISSIONS OFFICER ADM. 247
3.  Clearancefor Master's Degree ADMISSIONS OFFICER ADM. 247
4, Deferred/Denied Folder ADMISSIONS OFFICER ADM. 247
5.  Reguedsfor Graduate Credit ADMISSIONS OFFICER ADM. 247
for Undergraduate Work ADMISSIONS OFFICER ADM. 247



28

011

Appendix 8.1. (Con't)

21 of 32
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Custodian Custodian
HOUSING RECORDS DIRECTOR, STD. HSG.
HOUSING AND Phasell
1. Student Record RESIDENTIAL
Housing Application LIFE
Room Inventory
Check-out Sheet
Damage Charges
Payment Ledger Card
2. Generd Housng Files
PERMANENT ACADEMIC RECORD REGISTRAR ADM. 401
REGISTRATION AND CHANGE OF REGISTRAR ADM. 401
PROGRAM FORMS
STUDENT PLACEMENT ITEMS DIRECTOR, CAREER CENTER
CENTER FOR
CAREER
PLANNING AND
PLACEMENT

1. Educationa Placement Files

2. On-Campus Interview Files
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STUDY LIST REGISTRAR ADM. 401
TRANSCRIPT REQUESTS REGISTRAR ADM. 401
ACT, GRE Files DIRECTOR OF Lib PW 2098
TESTING
American Culture and Language DIRECTOR, ACLP Lib W 1084
Program Files
CaseFiles JUDICIAL AFFAIRS  SA 108
OFFICER
Continuing Education DEAN, LIB PwW 1084
Certificate Students CONTINUING
Course Files EDUCATION
Extenson Credit Enrollees
Legd Assgtant Program files
Non-Credit Enrollees
Department of Motor Vehicles DIRECTOR, BLDG. T
Search Records FACILITIES
OPERATIONS
EOP Admissions and Student DIRECTOR, EOP SA 210
Services Records
Forma Complaints/Filed with Outsde Agencies DIRECTOR, EQUITY  ADM. 606

AND DIVERSITY
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Hedlth Center
Appointment Cards
Cash Receipt Journa
Dally Activity and Statistical Data Forms
Medicd Records
Pharmacy

Internationa Student Fles

Law Enforcement Records

Masters Program Files

Medicd Verification Flesand
Equipment Loan Agreement Files

Officer Roster

CHIEF OF STAFF Health Center

DIRECTOR, ADM 127
INTERNATIONAL
PROGRAM AND SERVICES
DIRECTOR, BLDGC
PUBLIC SAFETY

ASSOCIATE DEAN Charter Schoal of Educ
GRADUATE
STUDIES

DIRECTOR, OFFICE SA 115
FOR STUDENTS
WITH DISABILITIES

DIRECTOR, USu 204
CENTER FOR
STUDENT DEVELOP-
MENT AND PROGRAMS
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School/Department Files SCHOOL DEANS
Affirmative Action Compliance Reports
Graduate Student Files
Student Grievance/Departments
Student Grievance/School
Student Grievance Files AVPSA ENROLLMENT  SA 110
MANAGEMENT
Teaching Credentid Program ASSOCIATE DEAN, Charter Schoal
STUDENT SERVICES of Education
OFFICE
Tutor Fles DIRECTOR, Lib PW 2098
UNIVERSITY
LEARNING
SERVICES
Volunteer Application Forms/Roster Files EDUCATIONAL CC BASEMENT

PARTICIPATION
IN COMMUNITIES
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RELEASING STUDENT “DIRECTORY INFORMATION”
TO OUTSIDE AGENCIES

Cd State L. A. isauthorized under The Family Education Rights and Privacy Act (FERPA) to
release “ directory information” about students. “Directory information” includes the student’s name,
address, telephone listing, date and place of birth, mgjor field of study, participation in officialy
recognized activities and sports, weight and height of members of athletic teams, dates of attendance,
degrees and awards received, and the most recent previous educational agency or institution attended
by the student. The above designated information is subject to release by the campus at any time
unless the student informs the campus in writing, of what directory information they do not want
released. Such written objections should be directed to the University Registrar.

Students who wish to submit written objections to the release of their directory information should
complete the form below and return it to the Office of Enrollment Services located in Administration

146.

Until further written notice, | hearby request that the following directory information NOT be
released about me to any outside agency: (check all that apply)

___Name __Degrees and Awards Received
___Address __Most Recent Ingtitution Attended
___Telephone __Major Program

___ Date of Birth __Sports Participation

__Place of Birth __Weight/Height of Athlete

__Dates of Attendance

Student’ s Signature Student’s Full Name (print clearly)

Student’s |D Number Date

(Submit completed form to the Office of Enrollment Services located in Administration 146)
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CALIFORNIA STATEUNIVERSITY, LOS ANGELES
RECORDS ACCESS CHARGES

Charges are payable to Cdifornia State University, Los Angeles a the University Cashier's Office.

Transcript

Effective duly 1, 1983, the charge for transcript reproduction will be as follows:

Single Transcript $4

Additiond transcripts prepared a the same time $ 2 (up to 10 copies)
Additiona transcripts prepared at the sametime $ 1 (in excess of 10 copies)
Other Records

All other records will be reproduced for a charge of 10 cents per page.

32
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LOCATIONS FOR INFORMATION AND SUBMISSION

Copy of Procedura Office of Vice President SA 108

Documents for Student Affars
Submissonof Directory Enrollment Services Adm. 146

Information
Submission of Request to Office of Vice President for SA 108

Amend Records Student Affairs



