APPENDIX C-1 

	THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974


Policy concerning notification of rights to parents and eligible students by Baker College.

1.
The following records are kept on students at Baker College:

a.
application for admission

b.
high school and previous college transcripts

c.
medical card

d.
assessment/placement tests

e.
financial aid records and veteran papers

f.
grades (midterm and final), add, drop, and withdrawal slips

g.
permanent record (grades, tuition charges, and payments)

h.
discipline record

2.
The following maintain the records mentioned under Number 1:

a.
admissions records (Director of Admissions, Admissions Advisors)

b.
high school and previous college transcripts (Director of Admissions, Admissions Advisors, Registrar, Academic Counselors)

c.
medical card (Academic Counselors)

d.
placement tests (Vice President for Academics, Academic Counselors, Instructors)

e.
financial aid records and veteran aid records (Financial Aid Director, Veteran Representative)

f.
grades (Vice President for Academics, Academic Counselors, Instructors)

g.
permanent record (President or Campus Director, Vice President for Academics, Deans, Business Manager, Financial Aid Director)

NOTE:  Appropriate clerical personnel in each office also have access to student records.

The following personnel have access to students records:

TITLE
REASON
President/Campus Director
financial and academic

Vice President for Academics
academic

Deans
academic

Curriculum Director
academic

Placement Director
academic

Admissions Office
admissions procedures

Financial Aid Director
financial

Assistant Financial Aid Director
financial

Counselors and Instructors
academic

Business Manager
financial

TITLE
REASON
College Auditors
financial

V.A. Representatives
veteran paperwork

College Secretaries
filing

Registrar
academic

Residence Hall Coordinators
academic

Community Relations Director
academic

Alumni Director
communication

3.
Records can be reviewed by the student making request at the Academic Office at Baker College.  Upon request records will be made available for inspection.

4.
Eligible students will have the following rights:

a.
to inspect records kept on them (as noted in section 1)

b.
the right to obtain copies of these records

c.
the right to a response from the institution to reasonable requests for explanations and interpretations of those records

d.
the right to an opportunity for a hearing to challenge the content of those records

5.
Eligible students will have the right to challenge records.

6.
There will be no cost for reasonable copying of records.

7.
The College does not publish a directory.

8.
After a student enters Baker College, the parent will be denied access to the student's records, unless the child consents.
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