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Do you know or even realize all
the records kept about you by the
University?

And, do you know the
regulations concerning the
release of, and access to, such
records?

Well, you may be surprised to
know that the University now has
a lengthy written-out policy
concerning student records. The
policy was given approval by the
University administration during
the summer after more than 21
months in the making. That 21
months included many long
committee meetings, several
student hearings and input
concerning the policy from
many, many sources.

The policy is designed both to
protect students from
unauthorized release of records,
and to allow students fair access
to records kept about them.

Robert Bowlin, Dean of Student
Personnel Services, who spent
much time in drafting the policy,
says it is “light years ahead" of
policies at other schools in the
nation.

The full text of the policy is
printed below.

Student Records Policy

After a careful review of the
deliberations and proposals of advisory
hodies, | hereby make the following fin-
dings:

1. The public interest in maintaining the
individual's right to privacy and in main.
faining an educational environment will
suffer by improper disclosure of certain
categories of University records;

2. The records designated and defined as
“phersonal records'’ in the attached records
policy should be maintained as '‘con.
fidential'* records in order to protect the
public interest.; and

1. Access 1o personal records shall be
limited by the conditions specified in the
attached records policy.

Robert Clark, University President

STATEMENT OF PHILOSOPHY

Higher education is concerned with the
tull development of the student and his
potentialities. It is realized tha! individuals
ditfer in ability, background, inferests,
social maturity, emotional maturity and
upals. To plan educational opportunities to
meet the needs of individual students and to
counsel etfectively with them, the University
must accumulate data and keep records.
The personal records enable the faculty and
administrators of the University to un
derstand the individual student better so that
he may have more effective education and
counseling assistance.

Thus, it is recognized that from the time
a student enters the University and submits
the required personal data for academic and
personal records. there is an implicit and
justitiable assumption of good faith placed in
the University as custodian of these data.
The University maintains a similar posture
relative to subsequent data generated during
the student's enroliment. Preserving the
confidential nature of student records
protects the individual's rights o privacy
and enhances the effectiveness of the
University's educational and counseling
processes. Accordingly, the University in
tends 10 exercise care and concern in ob
taining, recording, maintaining and
disserminating information abou! students
with duplication of records kep! 1o a
mMimmuym

I. REGULATIONS

A. Type and Content of Student Records

I. Definitions (from OSSHE Board
ryles)

A 'Personal records’’ are Those records
containing information kep! by the
University, division or uepcrnnm! con
erning a student and furnished by him or by
others about him at his or al the Univer
Sity‘s. division’'s or department’'s request
ncluding., bu! not limited to, record of
rades attained, information concerning
discipline, counseling, membership activity,
mploymen! pertormance or other
enavioral records of individual persons

1 “"Records of academic achievement’”
are those records of credits earned toward a
leqgree and or degreel{s) received

Onity such records as are oemon
trably and substantially relevant to e
Opcats W’ and relau-d purposes of the
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University, division or department shall be
aenerated or maintained.

3. No student shall be required to give—
although he may voluntarily provide—
information as to his race, religion, political
attiliation or preferences, or personal
values, except as required by state statute,
tederal law or valid ftederal rules,
requlations or orders.

4. No photograph of a studen! may be
retained unless the student! so consents.
Photographs duly submitted as evidence of a
student’s infraction of rules and regulations
are available only to those persons
authorized by the Student Conduct Com.
mittee, and may be retained only pursuant to
the rules of the Conduct Code.

B. Location and Custody of Student
Records

1. Student records shall be kept in
locations central to the divisicn or depart.
ment by which they are maintained.

2. All records containing personal in.
formation about students shall be kept in
secured files.

3. The head of each academic or ad-
ministrative unit shall be responsible for
maintaining the contidentiality of all student
records within that unit.

C. Release of and Access to Student
Records

1. Certain appropriate information about
the student may be released without the
student’'s consent. Such wunrestricted
disclosure is limited to the following in.
formation:

a. Directory information (that is, in.
formation generally needed in identifying or
locating a named student): The student's
full name, campus address and telephone
number, home address, paren!’s name and
address, place and date of birth, dates of
attendance at the University, class and
academic major.

b. Objective evidence of the student's
academic achievemen!: Number of credits
carned and degree(s) earned.

2. All other information contained in
studen! records is hereby designated as
personal and confidential and may not be
released 10 any person or agency without the
student’s written consent. Exceptions to this
policy are limited to the following:

a. Student records. except psychological
and medical, are available to University
personnel who have a demonstrably
legitimate need to review them in order to
tultill their official, professional respon.
sibilities with regard to the student.

b. Upon receipt of a subpoena or other
court order or process seeking access to
student records, the recipient unit head, if
legally permissible, must take reasonable
cftorts to notity the student and must notify
the President or his designated represen.
tative prior to any institutional responses.
The latter will determine whether or not
appropriate University personnel should
appear in court to test the validity of the
subpoena or cour! order or process.

c. The University President or his
designated representative may release
personal information contained in student
records only when he determines that there
is a clear and presen! danger to the safety of
the student or others and.or property and
tha! disclosure of relevant personal in.
tormation abou! the studen! is essential in
order to avoid or substantially minimize the
danger. No such disclosure shall violate any
cvidentiary or testimonial privilege ac
corded by law.

d. Information about students may be
released for research purposes, provided
that the identity of the students is adequately
concealed. I the confidentiality of the
records appears to be jeopardized in any
way by the release of information for
research purposes, the researcher must
obtain and provide the written consent of the
students prior to the University releasing
such data. Review of the legitimacy of
research projects involving human subjects
must be established by the appropriate of
ticials or bodies.

D. Permanence, Duplication and
Disposal of Studen! Records

1. Permanent retention of student
records is limited to those records which are
of long range value to the individual and.or
o the University: Permanen! academic
folder; school or departmen! graduate
admissions ftolder; applications ftor
assistantships and scholarships (if applicant
receives and utilizes the award); honors and
awards received by the student; Registrar's
permanent record and related documents;
student teaching records; praclicum
records: Student Health Center records,
Career Planning and Placement Service
reaistration file; studen! employee payroll
records; and Financial Aid legal documents,

2. All duplicate copies of permanent
records, other than those maintained by the
University Registrar, and all non. permanen!
student records shall be maintained only for
the minimum period of time required to
serve the basic, official functions of the
division or department! which generates or
maintains them. Such records are 1o be
desiroyed as soon as they are no longer
needed and may nol be retained for more
than seven years affer a studen! departs
from the University.

E. Studen! Access fo and Correction of
His Records

1. The student has the right 1o review
with appropriate University personnel any
information contained in his studenis
records described in Part 11 of these
reguiations and in any other file containing
nformation referring to him by name, with
the tollowing exceptions

a Psychialric and psychological reports

b Letters of recommendations or
cwaluations that have been submitted under
specitied conditions of confidentiality (i.e.
where the writer has been assured or has
reauested that his evaluation not be shown fo
the reteree)

1) H the studen! wishes a letter of
recommendation or an evaluation 1o be
available tor his review, he & advised fo
ndicate such a request 1o the writer

2) 1 the writer agrees 10 abide by the
Ltudent's request, he should 50 note upon the
ctter or report . such letters and evaluations
211 be shown to the student upon his request

1) No tile, from which information may
e made available 1o persons outside of the

versity community, shall contan un
olicited evaluations of the student if, upon
the regues! by the student, the evalualor
ctuses 1o allow the University to release o
e sludent s evaluaton or his denfity

7. Where e siugent Delieves In
formation «n his Hile s inaccyrate or 'm

it ete. he may submit a statement for

nclusion in his file %o the appropriate
University official. The student's statement
shall be entered in his file together with any
cvaluation of the merits of the student's
statemen! the official may believe is
necessary. These actions must be com.
municated in writing to the student within
thirty days.

Il. DESCRIPTION OF
RECORDS

A. Records Created and-or Maintained
by Service and Administrative Units

1. Registrar’'s Permanent Record

a. This record is compiled and per.
manently maintained in the Registrar's
Oftice. It contains a complete history of
academic enroliment. evaluation, progress
and related official action. It shall also
contain the academic achievement! record.

h. Students may arrange to have ofticial
copies of this record sent to whomever they
choose. Reques!s may be made to the
Registrar's Oftice with payment in advance
under State Board of Higher Education
policy.

= Academic probation and
disqualification, and disciplinary expuision
actions are recorded on the permanent
record. In the case of disciplinary suspen
sion all transcripts issued during the period
of suspension shall carry a temporary
notation of the fact of suspension and the
date of the action. When a suspension is
litted, subsequent transcripts will bear no
record of the suspension, Permission to re-
enroll after the suspension has been lifted is
recognition that the student has met the
terms of the suspension.

. Permanen! Academic Foider

a. This folder contains the formal ap-
plication form for admission and all sup-
porting documents required in evaluation of
admission. It also contains official sup.
porting action taken by faculty members
and facully committees which are related to
eniries recorded on the permanent academic

record
b The tolder is maintained in the Office

ot Admissions until the student reg'ters for
classes. Thereatter. i1 is permanently
maintained in the Office of the Registrar.

1, Disciplinary Record

a. Disciplinary records are records of
charges made and the evidence and
proceedings related to the charges with
respect o a named student and involving
infractions, for which sanctions may be
imposed, of University or OSSHE Board
rules. Disciplinary records are maintained
exclusively by the Coordinator of the Student
Conduc! Program

b. By provision of the Student Conduc!
Code, the disciplinary records are destroyed
upon graduation of the student or five years
after a non graduate leaves the University,
Exceptions 1o this retention policy are
limited 1o the following:

1) The Coordinator of Student Conduct
will retain, for a period ol three years, the
student cour! record upon which a decision
was made to expel or suspend.

2) Disciplinary records relevan! fto
alleged criminal activities on the campus
will be retained beyond the normal retention
period only it formal charges have been
brought by civil authorities. If it is necessary
to refain such records beyond the normal
retention period, they shall not be retained
heyond completion of the legal proceedings
in question

4. Ottice of Student Services Records

a. A data card is maintained in the Office
of Student Services for each student enrolled
inthe University. Information printed on the
data card is provided by the student through
admissions application and registration,
Data are primarily. though not exclusively,
of & public or directory nature and serve to
Assistin the provision of services to students.
Data cards are provided during each term of
onroliment and are retained for ap
proximately one year

b A consultation folder is initiated with
or tor a student at the time of his first contac!
with the Office of Studen! Services, The
iolder contains notations pertinen! to the
professional  stalf's working relationship
with the studen!. The folders are destroyed
five years after the student departs trom the
University

5. Fareign Studen! Office Records

a. An advising folder i5 opened for each
toreign studen! upon initial registration al
the University. Usuvally this folder contains
copies ol all pertinent immigration and
Naturalization Service florms, correspon
dence relating to admission, correspondence
relating 1o those governmental and in
ternational agencies concerned with the
studen! and all correspondence and
documents relating to the financial plans
which the student had made in order 1o at
tend the Universily, Records of con
sultations are also kep! in these folders,

n. Il inactive tor live years after the
departure of the student from the Univer
4itly, the folder is destroyed.

6. Organization Membership Records

a For purposes of communication with
the University, studen! organizations are
required to provide the Director of the Erb
Memorial Union with the name of the officer
1o whom communications are 10 be directed
When a new officer is elected, the name of
the former officer will be discarded

b No records of membership in student
organitations, excep! membership lists of
honoraries, and lists of officers required for
official purposes of the ASUO and fthe
Student! Administrative Board, shall be
mantained

7. Career Pl g and PI nt
Service Registration File

& The Career Planning and Placement
Sirvice registration file confains forms
whmitted by the studen! and letters of
recommendation written by persons the
student Lists as references

b Information contained in this file is
released subject to conditions stipulated by
the applican! at the time of regisiration

¢ The Career Planning and Placemen!
Service registration file s refained per

angntly

8. University Counseling Center Records

A The University Counseling Center
-nm‘ah-\ in a manner which is consistent

th statutory requiremenis on fthe
privileged nature of communication between
ounielor and ¢ lien! as prescribed by the act
stablishing the procegure for certification
of psychologists by the State of Oregon

B A client of the University Counseling
{ enter & assured that his transactions with
the stall are privileged ang confidential All
recordings, writlen reports, and

W1y regardang the chient will be retained in
he Counseling Cenfer. Release of any in
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tormation trom these files is subject to
approval ol both the counselor and the client,
mctuding information regarding whether or
not the student is or has been a clien!. A copy
ot any report 10 & third party will be provided
the client upon the client's request.

c. The contents of counseling folders are
destroyed tive years after the last con.
sultation

9. Oftice of Financial Aid Records

& The student's financial aid record
hegins with his tiling of an application for
tinancial aid. Supplemental information
includes a ftinancial analysis report from the
student and his family, a record of
assistance awarded, and any subsequent
application tiled by the student.

b. The use of information contained in
the financial aid record is limited to the
Ofttice of Financial Aid and the Business
Oftice. Upon written request of the student,
information may be referred or released to
another agency or institution,

¢. The record is maintained by the Office
ol Financial Aid during the student's
enroliment in the University of Oregon and
for one year afler. Records are relained by
the University Archivist tor a period of tive
years after the student leaves the Univer.
sity

d. The Financial Aid legal documents
are maintained by the Business Oftice until
all tinancial payments are completed.

10. Student Health Center Records

a, Medical records are privileged and
confidential. Information based on these
records may be released only at the request
ol the patient. Those diseases, conditions or
injuries which a physician i* required by law
to report would constitute exception to this
policy

b. A copy of the enirance physical
cxamination and a summary of pertinent
information contained in an individval's
medical record may be released upon
request of the student patient.

11, Payroll Records

a A record is mainfained by the
Business Office of all payments made to
students employed by the University.

b. The student employee's payroll
record is retained by 'he Business Office
until four years after the student departs
from the University and is then transferred
to the University Archives for permanent
retention

12. Student Employee Evaluation
Records

a. These records contain evaluations of
the job performance of the student employed
hy a school or department,

1. Employee evaluation records are
retained in the central tiles of the employing
school or department for no more than seven
years after the student departs from the
University and are then destroyed,

13. University Mousing Office Records

a Housing Applications: Applications
submitted by students who wish to reside in
dormitories or married studen! housing are
retained by the Housing Office for tive years
after the student departs from the Univer
sity and are then destroyed

. Resident Assistant Applications:
Applications and supporting documents
submitied by students who wish fo be em
ployed as Resident Assistanis in the dor
mitories are retained by the Housing Office
tor one year atter the student applies (it he is
nol selected) or for one year after the
resident  assistant's employment s  ter
minated

B. Records Created and.or Maintained
by Instructional Units

1. School or Department Graduale
Admissions Folder

a_ The school or department graduate
admissions folder contains the formal ap
plication and all supporting documents
submitted by the graduate student for ad
mission 1o his major department

b This ftolder is maintained in the
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central office of the graduate student's
school or major department for no more
than seven years after the student deparls
from the University and is then transterred
fo the University Archives for permanent
retention

2. Applications tor School-Departmental
Assistantships, Scholarships or Other
Awards

. This record contains the student's
application for a school.departmental
assistantship, scholarship or other award
and all supporting documents submitted by
him

b. It the applicant receives the
assistantship, scholarship or other award,
the record i retained in the central office of
the school or department tor no more than
seven years after the student departs from
the University and is then transferred to the
University Archives for permanent reten
hon

1. Academic Advising Folder

a. The academic advising folder usuvally
contains a copy of the student's course
program, a copy of his pormancnl icﬂhmlt
record, arade slips, ad
and consultation notes p«nmm 10 'Iht
academic advisor's working relationship
with the student

b. Academic advising folders are
maintained in the central office ot the
student's school or major department until
the student graduates or for seven years
atter the depariure of a non.graduate from
the University and are then destroyed.

4. Student Employee Evaluation
Records

a. These records contain evaluations of
ihe job pertormance of the student employed
hy & school or department.

b. Employee evaluation records are
retained in the ceniral tiles of the employing
school or depariment for no more than seven
years alter the studen! departs from the
University and are then destroyed,

5. Student Teaching Records

& The student teacher’'s folder contains
his application, a copy of his permanent
academic record and written evaluations of
his student teaching performance submitted
by his supervisors.

B, Tie student teaching record (s
retained permanentity by the College of
Education

6. Class Lists

a. The class list containg the names of all
students enrolled in each class.

b. Class lists are retained by the In
dividual taculty member or by the school or
department

7. Final Grade Report (class grade lists)

a The tinal grade report is a record of
thit grades received by all students enrolled
n oA course

b Final grade reports are retained by
the school or department. The University
Reaistrar retains one copy of each tinal
arade report permanently.

8. Grade Books and Attendance Records

a. The arade book contains the taculty
member's notations of students’ progress in
nis class and may contain records ol the
students’ atlendance.

. Grade books and atlendance records
are retained by the individual facully
member or the department or school for at
leas! seven years atter the class was taught

9. Students’ Examinations and Class
Papers

a. Examinations, reports and other class
papers may be relained by the lacully
member only I he either

1} Communicates o the student his
infention 1o retain such papers at the time of
assigning them; or

2) Oltains the consent of the student to
refain such apapers

1. Al ather examinations, reports and
¢ lass papers must be returned to the student
nsuch a way as lo protect the student’s right
to confidentiality
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