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FERPA for Faculty, Staff and Administrators 

 
WHAT IS FERPA? 

 

FERPA stands for Family Educational Rights and Privacy Act of 1974, as Amended.  It is commonly 

known as FERPA, the Privacy Act or the Buckley Amendment.  It is a federal law designed to protect 

the privacy of educational records, to establish the right of students to inspect and review their 

educational records and to provide guidelines for the correction of inaccurate and misleading data 

through informal and formal hearings. 

 

FERPA allows release of specified items but does not require it.  Items that may be released are called 

directory information.  Bladen Community College has classified these items as directory information:  

studentôs name, local address, permanent address, e-mail address, local telephone number, dates of 

attendance, major, enrollment status (full-time or part-time), academic standing (eligible to register), 

previous institutions(s) attended, degrees(s) awarded, academic honors/awards, or parking permit 

information. 

 

Students may place a directory hold on this information by completing the Hold Directory Information 

form and turning it in to the Admissions Office located in room 109 of Building 2.  A person giving 

directory information concerning a BCC student should be certain confidentiality has not been breached 

if it is requested by the student.  A signed statement must be completed by the student in this case. 

 

Items that can never be identified as directory information are a studentôs social security number, 

race/ethnicity, citizenship, nationality, gender, grades, GPA or class schedule. 

 

WHAT IS A STUDENT EDUCATIONAL RECORD? 
 

Any record, with certain exceptions, maintained by an institution that is directly related to a student or 

students. This record can contain a studentôs name, or studentsô names, or information from which an 

individual student, or students, can be personally (individually) identified.  These records include files, 

documents, materials in whatever medium (handwriting, print, monitor screen, tapes, disks, film, 

microfilm, microfiche or notes) that contain information directly related to students and from which 

students can be personally identified. 

 

If ever in doubt whether information may be released, DONôT.  Please call Barry Priest or Faye Turner.  

They will help you determine if the information is an educational record and/or whether it may be 

disclosed without written consent.  To be safe, always think written consent. 

 

 

 
 

 



4 

 

 

WHAT IS LEGITIMATE EDUCATIONAL INTEREST? 

 

A legitimate educational interest shall mean any authorized interest, or activity undertaken in the name 

of the College for which access to an educational record is necessary or appropriate to the proper 

performance of the undertaking. 

 

This means if a student is assigned to you for advising, you have a legitimate educational interest and 

may access his/her records.  If a good friend asks you to tell him the grades his daughter has made, 

DONôT.  This has two problems.  First, unless the student is your advisee, you do not have a legitimate 

educational interest.  Second, the parent is not entitled to this information without proper documentation 

of dependency. 

 

In post-secondary institutions, the student ñownsò his/her educational record from the first enrollment.  

This has nothing to do with age of the student. 

 

LETTERS OF RECOMMENDATION 

 

Statements made by a person making a recommendation that are made from the personôs personal 

observation or knowledge do not require a written release from the student who is the subject of the 

recommendation.  However, if personally identifiable information obtained from the studentôs 

educational record is included (GPA, grades, etc.), the writer is required to obtain a signed release from 

the student.  This letter would become a part of the studentôs educational record and the student has the 

right to read it unless he/she has waived the right. 

 

POSTING OF GRADES BY FACULTY 

 

The public posting of grades either by the studentôs name, social security number or any portion of the 

number without the studentôs written permission is a violation of FERPA.  This includes posting grades 

to a class/institutional website and applies to any public posting of grades for students taking distance 

education courses. 

 

Even with names obscured, numeric student identifiers are considered personally identifiable 

information.  The practice of posting grades by social security number or any portion of the number 

violates FERPA.  Notification of grades via a postcard violates a studentôs privacy. 

 

There is no guarantee of confidentiality of sending grades via the Internet.  The institution would be held 

responsible if an unauthorized third party gained access, in any manner, to a studentôs education record 

through any electronic transmission method.  A third party in this definition could be parents or guardians, 

boyfriend or girlfriend, roommate, etc.  Only secure websites are approved by FERPA for accessing grade 

information. 
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PENALTIES FOR VIOLATING FERPA 

 

The Family Policy Compliance Office reviews and investigates complaints of violations of FERPA. The 

penalty for violating FERPA is loss of all federal funding, including grants and financial aid. 

 

SPECIAL ñDONôTS FOR FACULTY 

 

To avoid violations of FERPA rules, DO NOT: 

 

 At any time use the social security number or any portion of the number of a student in a public 

posting of grades 

 

 Ever link the name of a student with that studentôs social security number in any public manner 

 

 Leave graded tests or papers in a stack for students to pick up by sorting through the tests or 

papers of all students (Remember, work study students are employed by BCC and may have a 

legitimate educational interest in the graded tests or papers) 

 

 Circulate a printed class list with student name and social security number or grades as an 

attendance roster 

 

 Discuss the progress of any student with anyone other than the student (including 

parents/guardians) without the consent of the student 

 

 Provide anyone with lists of students enrolled in your classes for any commercial purpose 

 

 Provide anyone with student schedules or assist anyone other than college employees in finding a 

student on campus 

 

Remember; if in doubt donôt give the information out. 
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COMPLETING THE ATTENDANCE SHEET  

 
The attendance sheet plays a significant role in Bladen Community Collegeôs full-time equivalent (FTE) report.  

Funding for the institution is based upon accurate FTE reporting.  This guide has been designed to assist you in 

completing the attendance sheet.  The attendance sheet should be present each class in case an auditor requests it. 

 

 If you mark the ñCensus Dateò (10% point of the class) with a highlighter, this will guide you to 
count only students who have entered class on or before that point.  An ñEò denotes when a student 

enters a class (physically attends class).  A student who drops before the census date cannot be 

counted for FTE credit. 

 

 Form A is what we call the ñfinal rosterò.  The final roster is printed on 4-part paper.  The top portion 

(or the original) will be turned into the registrarôs office at the end of the semester.  The second copy 

is to be turned into the Department of Instruction at the end of the semester.  The instructorôs copy is 

the third portion.  The back page is the 10% roster.  The names on the 10% roster and the final roster 

should be identical.  It is imperative that the 10% roster be turned in by the specified date given by the 

registrar.  The date will usually be approximately two weeks after the semester starts (except the 

summer session).  Any student that has not attended class by the census date must be dropped.  These 

drop forms will be turned in to the registrarôs office with the 10% rosters.  The 10% roster should also 

note the student never attended the class.  Please see the instructions for completing the 10% roster on 

the next page. 

 

 POINTS TO REMEMBER  
o A student who drops on the census date cannot be counted for FTE credit. 

o A student who enters on the census date can be counted for FTE credit. 

 

 CALCULATING MEMBERSHIP HOURS  
o Calculate the number of students at the census date to get ñtotal students enrolled at reporting 

dateò 

o Multiply the number of contact hours for your class by 16 (weeks) to get ñtotal class hoursò 

o Multiply ñtotal students at census dateò by ñtotal class hoursò to get ñmembership hoursò 

 

 The codes on the right of the attendance sheet are attendance codes.  They should not be mistaken for 

grading codes and should not be used as such. Placing a check mark for present is not required; 

however, the withdrawal date should be noted to the right of the grade when a student withdraws 

from class with either a ñWò or ñWFò 

 

 DISTANCE COURSES 
A student is considered entered for a distance course if he/she attends one of the orientation sessions 

or has made contact with the instructor prior to the census date.  An ñEò for entered should be placed 

on the attendance sheet for that day.  Please see page 48 of the 2007/09 BCC Catalog for the class 

attendance policy for distance delivery venues. 

(See Form A) 
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INSTRUCTIONS FOR COMPLETING 10% ROSTERS  

 
1) Final attendance rosters reflect students that are fully enrolled in your classes.  Final attendance rosters 

are printed on 4 part paper.  The top copy should be sent to the registrarôs office at the end of the course.  

The second copy should be sent to the department of instruction at the end of the course.  The third copy 

should be kept for your records.  The fourth copy is the 10% roster.  This roster should be turned into the 

registrarôs office after the census date (10% point) of your course. 

 

2) This roster should reflect students that have not attended class by the census date.  If a student fails to 

attend class (for seated courses) or fails to make contact prior to the census date (for online courses, 

teleweb courses, or telecourses) a ñdrop formò must be completed by the instructor and submitted to the 

registrarôs office along with the 10% roster.  A ñWò should be noted on the attendance sheet for the day 

the student was actually ñdroppedò from the class roll.  Likewise, an ñNAò should be noted as the grade 

for the student.  ñNAò (never attend) should be recorded where the ñEò (for entered students) would go if 

the student had entered the class.  An actual ñwithdrawal dateò should be written to the right of the grade 

for all students ñdroppedò from your course. 

 

3) An ñEò should be placed as an attendance code for all students that entered on or before the census date.  

Below you will find the directions for calculating membership hours after you have ñcleanedò your 

rosters. 

 

CALCULATING MEMBERSHIP HOURS  
o Calculate the number of students at the census date to get ñtotal students enrolled at reporting 

dateò 

o Multiply the number of contact hours for your class by 16 (weeks) to get ñtotal class hoursò 

o Multiply ñtotal students at census dateò by ñtotal class hoursò to get ñmembership hoursò 

Note:  Membership hours calculated at the 10% point of your class should not change during 

the semester.  The instructor should let the Department of Instruction (Carnelle Pait) know of 

any such changes during the semester. 

 

4) When you peel off the back page of the final roster (the 10% roster), sign off on the 10% roster.  You 

will sign the top copy at the end of the semester.  It will bleed through to the ñacademic services copyò 

and the ñinstructorôs copyò. 

 

 POINTS TO REMEMBE R 
o A student who drops on the census date cannot be counted for FTE credit. 

o A student who enters on the census date can be counted for FTE credit. 

o The codes on the right of the attendance sheet are attendance codes.  They should not be mistaken 

for grading codes and should not be used as such.  

o As stated above, detach and only sign the 10% roster at this point.  

 

 

Due date for 10% rosters ï Within five (5) working days following 

the census date (10% point of your class). 
 

 

 

(See Form B) 
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GRADE CODES (ATTENDANCE SHEET)  

 
The following codes are grades that should appear in the ñgrade columnò of the attendance sheet. No 

other deviations of the grade codes should be entered on the attendance sheet. 

Á A   4.0 Grade Points 

Á B   3.0  

Á C   2.0  

Á D   1.0  

Á F   0.0  

Á I   0.0  

Á NA   0.0 

Á W   0.0 

Á WF   0.0 

Á AU   0.0 

Á S   0.0 (ACA 115 only) 

Á U   0.0 (ACA 115 & Credit by Exam) 

Á CR   0.0 (Credit by Exam only) 

 

 

 

Below, you will find the definitions of when to give the correct withdrawal grade.  Questions concerning 

these procedures should be directed to the Records and Registration Department. 

 

1) A student that has registered for a specific class but wishes to drop the class after the census date 

but before the mid-term-----Record ñWò (withdraw) in the grade column, record last date 

attended, record the drop date, and sign your initials. Record a ñWò on the attendance 

sheet. 
 

2) A student that has registered for a specific class but wishes to drop the class after the mid-term---

--Record ñWFò (withdraw failing) in the grade column, record the last date attended, 

record the drop date, and sign your initials.  Extenuating circumstances with proper 

documentation may warrant a ñWò after the mid-term.  A ñWò does not count against the 

studentôs grade point average.  Record a ñWFò or ñWò on the attendance sheet.  
 

 

***Note:  Under no circumstances will the registrarôs office accept ñback datedò drop forms.  

Dropping classes remains the responsibility of the student, not the instructor. No student will be 

allowed to ñADDò a class after the census date. 

 

(See Form A & C) 
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STUDENT INITIATED WITHDRAWAL (PAGES 50 -51, 2007/09 BCC CATALOG) 

 

 Through the Mid-Term: A student may withdraw from a course at Bladen Community College 

through the date of mid-term, as specified by the academic calendar in the College Catalog, and receive 

a grade of ñWò on his/her academic record providing the student executes proper withdrawal 

procedures. 

After the Mid-Term: A student may withdraw from a course at Bladen Community College after 

the end of the mid-term, as specified by the academic calendar in the College Catalog. In such cases, a 

grade of ñWFò will be recorded on the studentôs academic record.  The grade of ñWFò will be calculated 

as a failing grade in determining the studentôs GPA. 

 If the student presents written documentation of extenuating circumstances which make it 

impossible for the student to continue in the course after the mid-term, a grade of ñWò may be awarded 

upon agreement of the instructor and the Vice-President of Student Services.  An extenuating 

circumstance is defined to be a condition that became existent after the mid-term which forced the 

student to withdraw from classes for reasons beyond his/her control.  Documentation from a 

professional person, including dates and the exact condition, will be provided to the Office of Student 

Services within ten (10) calendar days after the last day of attendance.  In such cases a student will 

receive a grade of ñWò on his/her academic record.  Unsatisfactory academic performance does not by 

itself meet the requirement of an extenuating circumstance. 

 

ADMINISTRATIVE REMOVAL FROM CLASS:  
  

 A student is duly enrolled in a class when he/she has paid all tuition and registration fees.  A student 

may withdraw from a class by adhering to ñofficial withdrawal proceduresò.  However, in some 

circumstances students will be removed / withdrawn from class by the instructor.  They are as follows: 

 

1. He or she fails to attend class or make contact prior to the 10 percent point of the term (census 

date).  In this case, the instructor may be reasonably assured that the student does not intend to 

pursue the learning activities of the course.  This is considered a ñno showò; a grade of ñNAò 

will be placed on the studentôs academic record.  Distance orientation represents the first 

documented day of class for distance education courses. 

2. He or she ceases attending class or submitting assignments.  Students who do not attend at least 

80 percent of the scheduled class sessions will be dropped from the class roster with a grade of 

ñWò or ñWFò depending on the official withdrawal date.  (Discussion forums, emails, 

documented face-to-face meetings, assignments, or tests will serve as attendance verification for 

distance delivery venues.) 

Based on contact hours, the number of hours that may be missed for the most common courses 

are listed below: 

 

    

 

 

 

3. Students who do not attend class for two consecutive weeks must be dropped from the class 

roster with a grade of ñWò or ñWFò depending on the official withdrawal date.  This rule 

applies to all classes regardless of course contact hours or course delivery method.  (Discussion 

forums, emails, documented face-to-face meetings, assignments, or tests will serve as attendance 

verification for distance delivery venues.) 

NOTE:  An administrative drop shall be submitted to the registrarôs office within 72 hours 

of the student achieving withdrawal / removal status.  

Contact Hours Twenty Percent 

32 hours  6 hours 

48 hours 10 hours 

64 hours 14 hours 

80 hours 16 hours 
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COMPLETING THE DROP FORM  

 
Of course, record the name, social security number or ñColleague IDò, semester (ex. 2009FA) and date.  

If drop is done after drop period and is initiated by the instructor, neither the student nor the 

advisor/counselor needs to sign the drop form.  Please complete the entire form.  The ñlast date attendò 

is the last date the student attended the class (for distance courses, the last day they made contact or 

completed an assignment).  Record ñNAò in ñlast date attendò column if the student did not show up for 

class for a seated course or did not show up for orientation, make contact, or complete assignments for 

distance courses.  The drop date will always be the day the drop is being done.  Always sign initials to 

the drop form. 

 

(See Form C) 

 

 

Distance instructors (not on the BCC campus) may email Barry Priest (bpriest@bladencc.edu) or Faye 

Turner (fturner@bladencc.edu) within 72 hours of the student achieving drop status.  This action will 

officially drop the student from the course.  The following information should be included in the email: 

 Studentôs name 

 Last four digits of the Social Security number or 

 ñColleague IDò 

 Course and section (i.e. MUS 110 OL1) 

 Last Date Attended (See attendance definition on 

page 9) 

 Drop Date (always the day the drop is being 

completed) 

 Grade (i.e. ñWò or ñWFò) 

 

 

 

 

 

 

 
 

mailto:bpriest@bladencc.edu
mailto:fturner@bladencc.edu
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TUITION/FEES  

 
It is very important to understand how the college bills the 

students for tuition.  A tuition and fees schedule is published 

through Student Services for your convenience .  No student 

should enter your classroom if they have not paid the 

registration invoice.  Many times at the beginning of the 

semester a student may not show up on your preliminary roster.  

The reason they did not show up may be because he/she added 

the cl ass in between you receiving your preliminary roster and 

your final roster. Cash paying students should show you a 

receipt where they have paid for the tuition & fees. Pell Grant 

recipients will show you a registration statement wit h Pell 

balances showing in the top right hand corner of the form. 

Students without the proper documentation should not be allowed 

to enter class until the information has been verified. If ever in 

doubt, contact Barry Priest at 910.879.5579.  See the next page 

for the current rat es on tuition and fees.  
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TUITION AND FEES (PER SEMESTER)  

                 

Students taking 16 or more credit hours                     $   800.00 

Students taking less than 16 credit hours                                  50.00 

 (per credit hour) 

Out-of-state (16 or more credit hours)                            3,860.80 

Out-of-state (less than 16 credit hours)                                 241.30 

 (per credit hour) 

 

FALL/SPRING SEMESTER STUDENT ACTIVITY FEE:  
 

12 or more credit hours per semester                                  $     25.00 

Less than 12 credit hours per semester           $     16.50 

**Note: Activity fee not required for the Summer Session 
   

 

TECHNOLOGY FEE:  

 

Mandatory fee for all curriculum students    $     10.00 

(per semester) 

 

PARKING/SECURITY FEE:  

 

Mandatory fee for all curriculum students    $       5.00 

(per semester) 

 

 

STUDENT ACCIDENT INSURANCE:  

 

Mandatory fee for all curriculum students   $        1.25    

(per semester) 

 

The student accident insurance policy covers only bodily injuries caused by school related accidents 

during the hours and on days when school is in session. 

  

 

STUDENT LIABILITY INSURANCE:                     $     15.00 

(An annual fee for Associate Degree in Nursing and Practical Nursing students only.) 

 

 

COMPREHENSIVE ASSESSMENT AND REVIEW PROGRAM : 

(A fee assigned by course for Associate Degree in Nursing and Practical Nursing students only.) 

Associate Degree in Nursing (ADN)    Practical Nursing (PN) 

NUR 110 - $105.00 NUR 210 - $ 76.00   NUR 101 - $117.00 

NUR 120 - $ 76.00 NUR 220 - $ 76.00   NUR 102 - $ 88.00 

NUR 130 - $ 76.00      NUR 103 - $ 88.00 

  

A Full-time student is defined as a student taking 12 or more credit hours during the fall/spring semester.  

However, tuition charges are based on 1 through 16 credit hours. 
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TUITION/FEES CURRICULUM PROGRAMS  

(per Semester)  

Credit 

Hour(s) 

Tuition Cost 

by Hour 

 

Activity Fee 

Technology 

Fee 

Parking ï 

Security Fee 

Student 

Insurance 

Tuition/Fees 

Total 

  1    $ 50.00   $ 16.50   $ 10.00    $ 5.00    $ 1.25    $ 82.75 

  2 100.00 16.50 10.00 5.00 1.25 132.75 

  3 150.00 16.50 10.00 5.00 1.25 182.75 

  4 200.00 16.50 10.00 5.00 1.25 232.75 

  5 250.00 16.50 10.00 5.00 1.25 282.75 

  6 300.00 16.50 10.00 5.00 1.25 332.75 

  7 350.00 16.50 10.00 5.00 1.25 382.75 

  8 400.00 16.50 10.00 5.00 1.25 432.75 

  9 450.00 16.50 10.00 5.00 1.25 482.75 

10 500.00 16.50 10.00 5.00 1.25 532.75 

11 550.00 16.50 10.00 5.00 1.25 582.75 

12 600.00 25.00 10.00 5.00 1.25 641.25 

13 650.00 25.00 10.00 5.00 1.25 691.25 

14 700.00 25.00 10.00 5.00 1.25 741.25 

15 750.00 25.00 10.00 5.00 1.25 791.25 

16-18 800.00 25.00 10.00 5.00 1.25 841.25 
*Tuition cost by hour is based on in-state residency status.  Out-of-state residents will be charged $241.30 per credit hour not 

to exceed a maximum tuition charge of $3,860.80 per semester.  All other fees & insurance will be charged as noted above. 

**Persons 65 years of age or older will not be charged tuition.  All other fees & insurance will be charged as noted above. 

***Tuition/Fees noted are contingent upon legislation passed by the North Carolina Legislature and are subject to change. 
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INCOMPLETE GRADE FORM  
 

The registrarôs office does not send students notification of an 

incomplete ñIò grade on the studentôs transcript. Each student is 

informed of the ñIò grade at the end of the semester. The student has 

until the end of the subsequent semester to make up the ñIò grade 

(including the summer session). For example, if an ñIò is given in the 

spring semester, the student has until the end of the summer session 

to complete the course. If not, the grade will be changed to an ñFò. 

 

More or less time can be allocated for an incomplete to be resolved. 

A contract exists that will supersede the BCC College Catalog. 

Incomplete grade forms can be obtained from the registrarôs office. 

(See Form D) 
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STUDENT SERVICES FORMS  

 
These forms can be obtained from Student 

Services. The forms are not meant to be copied 

from this book and used. Some forms must be 

completed and returned by students. Other forms 

may be on two or three part paper.  
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Form A 
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Form B 

 

 

 


