
Made available within 45 days of the student’s written request for inspection and review. 
 
A school official is defined as: 

1. A person employed by the University in an administrative, supervisory, academic, research, or support staff position. 
2. A student, alumnus, or other person who is serving on an official committee (e.g., disciplinary, grievance) or is assisting a school official in a 

task. 
3. A trustee or outside contractor (e.g., health or medical professional, attorney, auditor) acting as an agent for the University. 

 
A University official has a legal right to know if a person defined as having a legitimate educational interest is: 

1. Performing a task that is specified in his/her position or related to student discipline. 
2. Providing a service or benefit related to a student/a student’s family, or maintaining safety and security on campus.  

 
An example of legitimate educational interest would be an advisor who needs to review a student’s education record to determine what courses have been 
or need to be completed; this task is re
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FERPA TIPS 

 
 
 
7. Can a student request a copy of his/her education records by fax? 

The ULM policy is to grant a student inspection of records only upon written request, which must be provided by the student to the Registrar’s Office 
(a) in person [picture ID required], (b) by mail, or (c) by fax. Students may provide written authorization for a copy of their education records to be 
provided to a third party [e.g., attorney, employer]. 

 
8. How are requests for the education records of deceased students handled? 

ULM’s policy does not allow for the release of a deceased student’s records.  Written requests for exceptions must be submitted to the University 
Registrar. 

 
9. May faculty/staff members transmit grades electronically (e-mail) at the student’s verbal or written request? 

The transmission of grades electronically (e-mail) to any party, including the respective student, is strictly prohibited, even at the student’s verbal 
or written request.  Such transmissions could result in a privacy violation because they may not be secure and could be retrieved by an 
unauthorized party. 
 

10. What are the consequences for a violation of FERPA? 
A report and verification of a FERPA violation by a faculty or staff member could result in the termination of ULM’s eligibility to receive funding 
under any applicable federal program,  including the Pell Grant and Guaranteed Student Loan Programs. 

 

 

 

_ DO review a copy of the ULM Student Records policies found in the current issue of the Student Policy Paper regarding requests for education records. 
 
_ DO refer all subpoenas, IRS summons or other legal requests for student education records to the University Registrar. 
 
_ DO obtain written permission from the student before sharing education record information, including grades and grade-point averages, with parents or others outside 

the institution.       
 
_ DO follow the confidentiality provisions of FERPA by not sharing education record information with your colleagues unless a legitimate educational interest exists. 
 
_ DO keep only those student records that are necessary for the fulfillment of your teaching or advising responsibilities.   If these records are kept in your file for your 

own use and are not shared with anyone else (other than a substitute), they are not considered education records and will not be subject to the release provisions of 
FERPA. 

 
_ DO remember that medical, mental health, and law enforcement records should not be put in the student’s file with the student’s education records. 
 




