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In order to review an educational record, a	 student	 or a	 parent	 of a	 dependent	 student	 must	 
submit	 in writing a	 request	 to review such record to the Registrar. The request	 must	 identify 
the record(s) he or she wishes to review. If the request	 is from a	 parent, the parent	 must	 
submit	 documentation indicated that	 the student	 is his or her dependent. 

The Registrar will respond to the inquiry within a	 reasonable amount	 of time, but	 within the 
forty-five (45) day requirement	 prescribed by FERPA, informing of the date, time and place that	 
the record(s) may be viewed. If the record is not	 housed within the Registrar’s Office, the staff 
will direct	 the student	 to the appropriate office in which the record is maintained. Virginia	 
Western is not	 required to supply copies of records unless there are specific, mitigating 
circumstances (i.e., great	 distance from the college) that	 prevent	 the student	 from reviewing 
the records. 

If a	 student	 believes their education records contain information that	 is inaccurate, misleading, 
or in violation of the student’s right	 to privacy, he or she may contact	 the Registrar to ask to 
amend the record. The Registrar of the unit	 that	 houses the record, will review the request	 and 
respond to the student. 

If the student	 is dissatisfied with the College’s decision not	 to amend the record, the student	 
may contact	 the Dean of Student	 Services in writing to request	 a	 hearing. The Dean of Student	 
Services will arrange a	 hearing. The student	 should bring documentation supporting his/her writing   should

/forms/index.php




 
 

	

!
	

	 	 	 	 	 	 	 	 		 	
	 	

	
! 	 	 	 	 	 	 	 	 		 	

	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 		

	 	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	

! 	 	 	 	 	 	
! 	 	 	 	 	 	 	
! 	 	 	 	 	 	 	 	 	 	 	
! 	 	 	 	 	 	 	 	 	
! 	 	 	 	 	 	
! 	 	 	 	 	 	 	 	 		
! 	 	 	 	 	 	 	 	 	 	 	 	

	
! 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	
! 	 	 	 	 	 	 	 	 	 	 	 	
! 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	
	

	 	

2K8&L+5'*, 

There are several exceptions to releasing information without	 written approval. Some 
examples are: 

• Parents (or Custodial Parents) of a	 dependent	 student	 (defined by the IRS). A parent	 
may obtain their dependent	 student’s records, but	 must	 submit	 proof of the student’s 
dependency (via	 most	 recent	 federal tax form) prior to receiving requested information. 
This information must be updated yearly for the parent	 to continue to have access to 
their dependent	 student’s records; 

• specified officials for audit	 or evaluation purposes; 
• appropriate parties in connection with financial aid; 
• organizations conducting certain studies for or on behalf of the school; 
• to comply with a	 judicial order or lawfully issued subpoena; 
• to comply with the Solomon Amendment; 
• appropriate officials in cases of health and safety emergencies; 
• the Virginia State Police and in accordance with the We_erling Act	 regarding sexual 

offenders; 
• State or local authori`es audi`ng or evalua`ng federal or state supported educa`on 
programs or enforcing federal laws which relate to those programs; 

• state and local authorities, within a	 juvenile system, pursuant	 to specific State law; and 
• parents of a	 student	 under the age of 21 who violates the college rules and/or 
federal/state or local laws regarding the use of alcohol or controlled substances. 
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Faculty and staff are frequently asked to write a	 le_er of recommenda`on on  write  of recommenda`on onrecome ln_o n Tnda`on
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Effective October 23, 1998, all Colleges and Universities are required to comply with the final 
regulations of the Solomon Amendment. Failure to comply may result	 in the loss of federal 
funding including various forms of federal student	 aid. 
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