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	The written steps necessary to appropriately and uniformly perform a task in carrying out policies and activities of the College.


It shall be the policy of the Northern Marianas College (NMC) to guarantee students the right to inspect their college records, permit students to challenge any part of their academic record through informal or formal hearings, and severely limit access to college records, or the release of information in such records, without students’ written

consent. This policy covers all college education records, files, documents, and other materials that directly relate to individual students and is in compliance with the Family Educational Rights and Privacy Act (FERPA).

The policy excludes personnel records, personal notes (Sole Possession Notes i.e. memory joggers, note to self), and memos kept by an instructor and not shared with any other person [may only be shared with a substitute].
Educational Records do include Personal Notes and Sole Possession Notes that are used in determining a student’s grade(s).

Records of disciplinary action are maintained at the Office of the Dean of Student Services. Students shall be allowed to include a written response or statement concerning any disciplinary action in their file. Academic records are maintained separately at the Office of Admissions and Records (OAR).

The NMC is committed to the maintenance and destruction of all student records in accordance with the legal guidelines established by the Northern Marianas College Board of Regents. A schedule for the retention, microfilming, and destruction of student records is described in the records management plan.

Student Rights Regarding their Records.

Concerning their academic records, NMC students have the right to:

· review the content of their records (this may include obtaining copies only when the student is not within commuting distance);

· seek to amend educational record; and

· “Opt Out” of the release of institutionally identified Directory Information.

Official copies of academic records (transcripts) from other academic institutions are the property of NMC and may not be released to students.
Exercising the right to review the content of one’s academic records must be done by appointment during regular business hours. The Northern Marianas College will provide copies of student records, upon request by the student, when the student is not within commuting distance.
Students may challenge the contents of their academic records by completing an appeal form, which may be obtained at the Office of the Dean of Student Services
I. Students

Call or visit the Office of Admissions and Records (OAR) to set an appointment. Student record will be made available for the student’s review in the office of the Registrar or the Director of Admissions and Records, but records may not be physically removed from OAR. Students must present a valid photo ID prior to review of their record.

Students may obtain copies of their Enrollment and Degree Certifications, Verifications, and Transcripts at the OAR. Students must present a valid photo ID upon request and pick-up of records. Students must pay all applicable fees.

Students may view the contents of their Student Advising file through appointment with their academic advisor.

II. Faculty and Advisors

NMC Faculty also serve as Advisors. For this reason, faculty access to student records is allowed in their capacities as advisors. Advisors must be able to access the records of their advisees in order for them to provide quality and sound advice as necessary to support the educational goals of students.

Prior to gaining access to the PowerCampus Student Information Database, all faculty/advisors must complete the following:

· Receive certification from the Human Resource Office identifying the category

of access the individual will need based on his/her specific duties and


   responsibilities;
· Undergo training from the IT System/Database Administrator on the proper use

of the database;

· Undergo training from the Office of Admissions and Records on the Family

Educational Privacy Act (FERPA) and NMC Policies that pertain to

confidentiality of student records; and

· Sign an Acknowledgement of Responsibility Form/Confidentiality Agreement Form 
at the  Human Resource Office. This form is a record of the employee’s acknowledgement 
and acceptance of responsibilities toward maintaining the confidentiality of all records 
accessed during their employment at the NMC. This form will be kept in the employee’s 
personnel file at the HRO.

III. Staff

NMC staff serve students in many capacities. For this reason, certain access to student records is allowed for certain staff, based on their specific duties and responsibilities. These staff must be able to access particular and sensitive record information in order for them to provide quality services in their role in providing assistance to support the educational goals of students.

Prior to gaining access to the PowerCampus Student Information Database, the staff

must complete the following:

· Receive certification from the Human Resource Office identifying the category of access the individual will need based on his/her specific duties and responsibilities;

· Undergo training from the IT System/Database Administrator on the proper use of the database;
· Undergo training from the Office of Admissions and Records on the Family Educational Privacy Act (FERPA) and NMC Policies that pertain to confidentiality of student records; and

· Sign an Acknowledgement of Responsibility Form at the Human Resource Office. This form is a record of the employee’s acknowledgement of his/her acceptance of responsibilities toward maintaining the confidentiality of all records accessed during their employment at the NMC. This form will be kept in the employee’s personnel file at the HRO.

IV. Parents
Disclosure of personally identifiable information from educational record by the Northern Marianas College to parents of a dependent student is allowable, provided that the dependency of the student is authenticated.

The parent must submit documents that authenticate the student as his/her dependent. Documents may include:

· Copy of Tax Form(s) – i.e. 1040 that lists the student as a dependent within the last year.

· Copy of form of Tuition/Fee payment made by parent.

·    Copy of current Health coverage that lists the student as a dependent.
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