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Workshop Summary 
Fall 2010 – FERPA: A Private Conversation 

Presenter: John Snodgrass, Associate Vice Chancellor, Student Services-Brandman University 
Friday, October 29, 2010, 9:00am-11:00a.m. – Conference Ctr Room 5401, SLO Campus 

 
Attendees: 25 staff, faculty, confidentials, and managers attended the workshop. Twenty (20) signed 
in and eleven (12) submitted evaluations. 
Cost: 
Stipend: $400.00 plus $150.00 hotel=$550.00 – Paid by President’s Office 
Coffee, pastries and fruit were provided from 9-11. 
Joy purchased pastries & fruit from Albertsons, $ 73.71 
4 Pots of Coffee purchased from Morro Bay Coffee Co., $36.00 
Total: $109.71 – Joy’s Budget 
Workshop Handouts: 50 copies – Admissions & Records Budget 
 
Action Items from this presentation: 

 Develop Cuesta guidelines and Privacy Policy that answer specific questions 
for Cuesta 

 Develop faculty-focused guidelines 
 Present information across campus and add to myCuesta 
 Add FERPA follow-up trainings each semester 
 Develop a myCuesta channel for FERPA 
 Develop a tutorial for the channel  

 
Welcome & Introduction: Joy Chambers, Director of Admissions & Records 
 
John Snodgrass, Associate Vice Chancellor for Student Services, Brandman University, gave his 
fourth FERPA presentation for the Cuesta College Community. 
 
John provided a list of resources that would be important for Cuesta to have. The AACRAO’s 2010 
FERPA Guide was released last March and will need to be ordered. It includes important updates 
that have been made since the last 2006 version.  In addition, the FERPA handbook would be good 
to have as well. All of these materials are available on the AACRAO site, and are sold at a discount 
to members of AACRAO—unfortunately we are not a member this year. 
 
Scenarios were presented to get everyone thinking about the colleges’ ability to release information, 
what information and who may receive the information.  Without telling us what the right answers 
were… he continued with his presentation. 
  
Different this year was the focus on creating an institutional policy document and guidelines. 
The policy must define FERPA for Cuesta College and the entire policy/guideline must be available 
as a tutorial on the website. 
 

 What is FERPA? 
Right to access educational records (with exceptions) 
Right to challenge contents 
Control over access, with exceptions 

Primary cause of FERPA violations: Accidental release of information/ 
Inadequate safeguards/Offenders not knowing regulations & THEIR responsibilities 
 

 When does an individual acquire FERPA rights?  
We maintain student educational records. When does an individual become a STUDENT? 



2 | P a g e  
 

**Cuesta: when a student’s application is submitted, and accepted they become eligible to enroll. ** 
This includes the Admission Apps for impacted programs, like Allied Health. 
 
JS: Suggested that it should be the first day of class of the application term, or the first day of class, 
whichever is sooner. 

 How do we provide Students access to their records? Focus on authenticating student identity 
when students call/e-mail for information. 

 How do we provide access—login to myCuesta=ok 
 

 DEFINITION:  What is an Educational Record? 
All records maintained by the institution in any medium which can personally identify the 
student. 

 Exceptions: Separately maintained law enforcement records; 
 --Treatment records 
 --Alumni records 
 --Employment records-not student work study 
 --Sole Possession records 
 

- DEFINITION: School Officials, who are providing a necessary service for Cuesta and need the 
information for legitimate educational interest—these individuals are equally responsible for 
following FERPA regulations. 

- List provided and may also include contracted internships/vendors 
All FERPA regs must be included in contract 

- Cuesta’s definition of “Officials” must be included in annual notice. 
 

- Releasing Records – When is Consent Required? 
- Student releasing to 3rd party – requires student’s signature-e-mail not allowed. 

Acceptable signatures include: electronic sig, students’ sig submitted by 3rd party. 
- Exceptions not requiring signature of release include: 

- Post secondary institutions where student seeks to enroll or is enrolled; 
- Health & Safety emergencies 
- Result of disciplinary proceedings 
- School officials with legit. Interest 
- Parents of dependent student—not here! 
- Lawfully issued subpoenas 
- Verification of authenticity 
- Directory info 

- How do we authenticate identity of students, parents, school officials & other parties to whom 
we disclose personally identifiable info from education records? 

- We must insure that we deliver password, PIN, smart card… in a manner that it would 
not allow access to unauthorized recipients. 

- Authentication for both electronic & telephone ID: 
PIN/Password –entry into myCuesta 
Answer Personal Questions 

- Record Security Primary Concern: Admin Software/Banner; 
Document Imaging Systems; 
Course Delivery Systems ( 
Data Bases outside of Banner 
Individual Files 

- Annual notification – must include definitions for Cuesta and appear in website/portal, catalog, 
class schedule, student handbook –should include policy on parental access. 

- Guidelines required for: 
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Record Security  
  Providing Access to school officials 
  Providing Access to students 
  Providing Access to third parties 

- Provide forms that are accessible – standard release/ letter of recommendation release/ 
directory hold release 
School Officials: Statement of understanding/ agent/vendor agreement/ letter of rec release 

 
 
Revelations: 

- student records must be maintained and, if downloaded, returned to institution. This is the 
case for: faculty when they leave, community internships, etc. This must be a part of the 
contract for that “school official”.  
 

- When authenticating ID of student—ask for all information at once. ID/SSN/Address/course 
enrolled/-- if one at a time it confirms the info they’ve presented. 
 

- Counseling uses a release when they speak to someone over the phone. What does it look 
like? 
 

- Institutional practice must include a way of confirming information with the student to secure 
school address—not to personal e-mail. Example: name changes with new logins. 
 

- Protection of student educational records is the same regardless of delivery system. 
Concern: rogue delivery systems—or delivery systems outside of Banner login. Catherine 
H. explained that we use a consortium based distance ed system—ID’s come in and 
passwords are the same for all. 

 
EVALUATIONS: 
1=Good; 7= Above Average; 4=Excellent 
Comments included: 
What did you learn in this presentation to implement in your work environment? 

- Whole campus needs to keep up to date on FERPA. 
- Identification of school officials. 
- Release of docs-a signature can be accepted through e-mail if attached as PDF. 
- Complexities of FERPA 
- Procedure to release records when e-mail request is received. 
- FERPA changes reinforcement of old and updated guidelines 
- I have a better understanding of what it means to be FERPA conscious & which records 

were/are considered covered under FERPA 
- Mostly confirmation of knowledge 
- Refresher on FERPA rules 
- Know the institutional guidelines RE:FERPA. Authentication through myCuesta e-mail acct. 
- Releases required for letters of recommendation even when going to student. Phone 

counseling requires release—authentication of identity. 
- Information related to student workers. 

 
What questions do you have that were not answered by this presentation? 

- I wish I knew what Cuesta had in place on the slides he had—I would like a Cuesta answer to 
his slides. 

- Hard copy of Cuesta’s institutional policy for FERPA regs. 
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- I would like to know more about FERPA issues related to faculty—this was more record-
focused. 

- Are high schools allowed to receive student record information if no release? 
- This presentation did a good job of covering FERPA issues that related to student services, 

but not very much about how it relates to faculty issues. All questions after the presentation 
were faculty related questions. 

- Third party information: Can we forward DSPS documents to another school? 
 
 

-  
What follow-up presentations do you recommend pertaining to this topic? 

- More in-house FERPA training 
- More specific FERPA for our division-FERPA/HIPAA 
- The transition period from when a nursing student applies and is actually admitted. 
- Repeat of presentation. 
- We need to know Cuesta’s definition of student and for each department 
- Review Cuesta’s institutional guidelines 
- I would like to know more about FERPA issues related to faculty—this was more record-

focused. 
- Presentations need to be made to individual departments especially those that don’t consider 

themselves involved. 
- A faculty-targeted presentation 
- Reviewing scenarios and working in groups to identify and apply the Institutional FERPA 

guidelines 
- More clarification on our institutional guidelines on trickier issues 
- Are there smaller training sessions available for departments-say, for a staff meeting? 

 
What other professional development topics do you recommend? 

- All instructors should do a FERPA training each year 
- Emergency training for earthquakes, fires… Free CPR classes. 
- SLOAS 
- I would like to learn more information around nursing topics 

 
What suggestions do you have for the timing of future professional development opportunities? 

- The timing of this workshop was great 
- Allow additional time 
- More employees need to attend FERPA trainings so all employees are aware of laws and 

violations. 
- Fridays are great! 
- This day/time worked well for us. 

 
Additional Comments: 

- FERPA channel on myCuesta portal for all 
- Need a break with a 2.0 hour presentation 
- Well done 
- Great Information 
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