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1. Purpose andScope
North American University is committed to keeping student information safe and secure. The purpose of the FERPA
Policy is to ensure the security of student files and data pertaining to students; to allow release of information to
authorized parties; to allow release of such information under federally authorized circumstances; and to providestudents a
sense of security and trust as it pertains to the sensitive information they providethe school.

2. Policy
In accordance with Family Educational Rights and Privacy Act (FERPA), NAU does not release personal information
about students to third parties except under certain conditionsor unless the student authorized the release of information.
Students possess the right to view their records; the school is not permitted to withhold the informationit has collected
about them shouldthey request it.

3. Procedures
All studentsshould completeaStudent Authorizationto Release Information Form, alsoknown asaFERPA Format the time
of enrollment. The form should indicate all persons who are granted permission to view the student’s file and what
information those persons may view. Forms may be rescinded at any time and a new forms may be filled out at the
Registrar’s Office. No such formswill be accepted by the Registrar withoutthe student’s signatureof authorization.
Releasing Information
NAU does not release information in a student’s file to unauthorized parties except in the event of an emergency. If a
person requests thatthe Registrar’s Office provide information aboutaspecific student, that person mustbe able to verify his
or her identity. Once the person has verified hisor her identity and the student’s FERPA form authorized that person to
access that information, they may have access. However, no other information shall be released.

1. Confirming Identity over the Phone — If someone is requesting information overthe phone, he or
she should provide the Social Security number (if applicable) and birthdate of the student. The
student’s NAU ID number will also suffice. The FERPA form in student’s file should be
reviewed to confirm the release of the information is granted to the individual. If the individual is
authorized, then the requested information may be released.

2. Confirming Identity in Person — If someone requests information regarding a student in person at
the Registrar’s Office, he or she must present his/her picture ID. The FERPA form in student’s file
should be reviewed to confirm the release of the information is granted to the individual. If the
individual is authorized, then the requested information may be released.

Exceptions for Release
FERPA allows for information to be released to certain individuals, even if they are not listed on a student’s FERPA
form. They are listed below.
1. Common Exceptions
a. School officials may access a student’s file and records as long as they have a “legitimate
educational interest.”
b. Basic student information such as name, e-mail address, etc. may be released in adirectory.
However, the student must be given ample opportunity to withhold their information from a
publicdirectory. NAU usesthe census date for directory purposes, which is fifteen (15) days
after the start of a semester.
¢. School records may be released to another institution if the studentis attemptingtoenroll at
that institution. However, unless the student has initiated the release of information, attempts
must be made to contact the student priorto releasing information.
d. Pertinent student information may be released to Financial Aid if the information will affect
the student’s eligibility.
2. Other Exceptions

a. Dependent Student Exemption - If a student is claimed on a parent’s most recent federal tax
return, they are viewed as a “dependent student.” In this case, the school may non-
consensually disclose the eligible student's education records to both parents. Regarding
international students and the Dependent Student Exemption rule, quote from discussion with
LeRoy Rooker (The Director of the United States Department of Education’s Family Policy
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Compliance Office) reads: “The “dependent student” exception to FERPA’s general consent
rule applies only in domesticsituations because that provision specificallyreferences the IRS
rules. There is no comparable provision for international students. Consent is
required unless one of the other exceptions applies.” Therefore, the
Dependent Student Exemptioncannotbe applied forinternational students.
Health and Safety Emergency - Under this provision, colleges and universities may notify
parents when there is a health or safety emergency involving their son or daughter, even if
the parents do not claim the student as a dependent. For the purposes of this policy,
“emergency” is defined as an immediate danger.
Alcohol, Drugs and Criminal Acts - FERPA also permits the non-consensual release of
information to parents if the student has been charged with a crime by any local, state or
federal law enforcement agencies in regards to the crime that the student has been charged
with. If a student is in violation of school rules and faces disciplinary charges regarding
alcohol and controlled substances AND they are under 21 at the time of disclosure, the
parents may also be informed of the violations that have occurred.
Legal Exceptions - Release of information may occur in the following circumstances:

e  To authorized representatives of the Comptroller General of the United States, the Attorney

General of the United States, the U.S. Secretary of Education, and State and local educational
authorities for audit or evaluation of Federal or State supported education programs, or for
the enforcement of or compliance with Federal legal requirements that relate to those
programs;

e  To organizations conducting studies for or on behalf of the school making the disclosure for

the purposes of administering predictive tests, administering student aid programs, or
improving instruction;

e  To comply with a judicial order or a lawfully issued subpoena;
e To the victim of an alleged perpetrator of a crime of violence or a non- forcible sex offense

concerning the final results of a disciplinary hearing with respect to the alleged crime; and

e To any third party the final results of a disciplinary proceeding related to a crime of violence

or non-forcible sex offense if the student who is the alleged perpetrator is found to have
violated the school's rules or policies. The disclosure of the final results only includes: the
name of the alleged perpetrator, the violation committed, and any sanction imposed against
the alleged perpetrator. The disclosure must not include the name of any other student,
including a victim or witness, without the written consent of that other student.
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