CONFIDENTIALITY STATEMENT
The Family Educational Rights and Privacy Act (FERPA) was passed as a law in an effort to protect the privacy of student records.  FERPA allows each institution to define some information as directory information and release that information without obtaining prior written consent. San Juan College has adopted a FERPA policy in which NO student information is released to a third party without the written consent of the student. The College believes this policy provides the best protection of privacy for our students. Therefore, if you have calls or requests for any type of information about a student, you should indicate that you are unable to disclose any information without the express written consent of the student. 

Confidential student information may be available to work studies as an employee of San Juan College.  It is agreed upon that the protection of student information will be followed using the below guidelines: 

· Only access student records as trained and specified by your supervisor.
· Never access records out of curiosity or personal reasons.
· Never show or discuss sensitive or confidential information to or with anyone who does not have permission to access the information.
· Never remove sensitive or confidential information from your worksite without supervisor authorization.
· Do not release information over the phone, even to the students. How do you know whom you are talking to?

· Never post sensitive information on office doors, computers, or leave in an area that can be seen. 

· Don’t leave your computer screen up with student information on it for a casual observer to see.

Unauthorized access, use, or disclosure of sensitive or confidential information may result in immediate termination of employment.

These guidelines are designed to protect everyone’s right to privacy, including your own.

“I certify that I have read the confidentiality statement above. I further certify and understand that unauthorized access, use, disclosure, or modification of sensitive or confidential information may result in my immediate dismissal.”
______________________________

_________________________

Print Full Name (last, first, MI)

             Signature
_____________________Date

