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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 privagy 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 spéed 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:
student 6s name, | ocal -naad dddress, docal t@ephe mamber,ndates afd d r e
attendance, major, enroliment status futie or parttime), academic standing (eligible to register),
previous institutions(s) attended, degrees(s) awarded, academic honors/awards, or parking permit
information.

Students may placa 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 conéititgritas not been breached

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

|l tems that can never be identified as directo
race/ethnicity, citizertsp, 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 recordocastudenais® aasmegdemomtr 63 n
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 releag2@ N 6 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.
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WHAT IS LEGITIMATE EDUCATIONAL INTEREST?

A legitimate educational interest shalkan 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,hve 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,
DONOGT. This has two probl ems. First, unl ess |
educaibnal interest. Second, the parent is not entitled to this information without proper documentation
of dependency.

Inpostsecondary institutions, the student HAownso
This has nothing to do with agétbe student.

LETTERS OF RECOMMENDATION

Statements made by a person making a recommen
observation or knowledge do not require a written release from the student who is the subject of the

recommendation. Hwever , I f personally I denti fiable i
educational record is included (GPA, grades, etc.), the writer is required to obtain a signed release from
the student . This | etter woul rdcorthand tbenstudent has the t

right to read it unless he/she has waived the right.
POSTING OF GRADES BY FACULTY

The public posting of grades either by the stu
number without ipdinassientisiadielatidn @fFERPA.iI This iecludes 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 eoedidpersonally identifiable
information. The practice of posting grades by social security number or any portion of the number
vi ol ates FERPA. Notification of grades via a p

There is no guarantee of confidentialitfysending grades via the Internet. The institution would be held
responsible if an unauthorized third party gai
through any electronic transmission method. A third party in this definition beutdrents or guardians,
boyfriend or girlfriend, roommate, etc. Only secure websites are approved by FERPA for accessing grad
information.




PENALTIES FOR VIOLATING FERPA

The Family Policy Compliance Office reviews and investigates complaiinislations of FERPA. The
penalty for violating FERPA is loss of all federal funding, including grants and financial aid.

SPECI AL ADONO6TS FOR FACULTY
To avoid violations of FERPA rules, DO NOT:

e At any time use the social security number or any podifaine number of a student in a public
posting of grades

e Ever | ink the name of a student with that st
e Leave graded tests or papers in a stack for students to pick up by sorting through the tests or
papes of all students (Remember, work study students are employed by BCC and may have a

legitimate educational interest in the graded tests or papers)

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

e 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 witBtudent schedules or assist anyone other than college employees in finding a
student on campus

Remember; if in doubt dondét give the informatio




COMPLETING THE ATTENDANCE SHEET

The attendance sheet plays a significant role in Bladen Commun C o | itirregequivaentf(RTE) Ireport.
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 classaind@@seequests it.

*

I f you mark the fACensus Dateodo (10% point of t
count only students who have entered class on
enters a class (physically attencdass). A student who drops before the census date cannot be
counted for FTE credit.

Form A is what we <call the Af i-paragaper. dte top porian Th
(or the original) wil!l b the enhdwof thre sainesten {Tie sdcdn@ copy e g i
is to be turned into the Department of Il nstruc

the third portion. The back page is the 10% roster. The names on the 10% roster and the final roster
shout be identical. It is imperative that the 10% roster be turned in by the specified date given by the
registrar. The date will usuallge approximately two weeks after the semester staxiept the

summer session)Any student that has not attendedsslay the census date must be dropped. These
drop forms will be turned in to the registrarod
note the student never attended the class. Please see the instructionplietirgpthe 10% roster on

the next page

POINTS TO REMEMBER
0 A student who drops on the census datienotbe counted for FTE credit.
o A student who enters on the census datebe counted for FTE credit.

CALCULATING MEMBERSHIP HOURS

0 Calculate the number of students at the cedstis toge it ot al students en
dated

0 Multiply the number of contact hoursforyoril ass by 16 (weeks) to get

o Multiply fAtotal students at census dateodo by

The codes on theght of the attendance sheet are attendance codes. They should not be mistaken for
grading codes andhould not be used as sudblacing a check ark for present is not required;
however, the withdrawalade should be noted to the rightt the grade whe a student withdraws
from class with either a AWO or AWFDO

DISTANCE COURSES

A student is cosidered entered for a distance coufdee/she attends one of the orientation sessions
or has made contact with the ionenteredushouldbe placedi or
on the attendance sheet for tdaty. Please see page 48 of the 2007/09 BCC Catalog for the class
attendance policy for distance delivery venues.

(See Form A)



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 shou
The second copy should be sent te tkepartment 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
regi st r afterbhe censtisfdatec(E0% point) of your course.

2) This roger 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,
tel eweb cour ses, or t é¢ muopetedystre n3tructoand subnotted td ther mo
registraros office along with the 10% roster.
the student was actually AdmopgigNAdb o @i r @ mb grdde o € ¢
for the student. ANAO (never attend) should b

t he

f

a
e
student had entered tele scloaud d. b eA mftEegtadearl t o
oralst udents Adrequpeedd from your

3) An AEO0 shoul d be pl acaldtudants thatenteeetl dn@mbef@etite census dhte. f
Bel ow you wil/ find the directions for cal cul a
rosters.

CALCULATING MEMBERSHIP HOURS

o0 Cdculate the number of students at the census datetto gét ot al students en
dated

o Multiply the number of contact hours for you

o Multiply fAtotal student sdatocgersudsmembeodoshyp

Note: Membership hours calculated at the 10% point of your classhould not change during
the semester. The instructor should let the Department of hstruction (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 @G%heoster. You
will sign the top copy atthendof t he semester. It wil |l bl eed t I
and the Ainstructorés copyo.

¢ POINTS TO REMEMBE R
0 A student who drops on the census date cannot be counted for FTE credit.
0 A student who enters on the census date can be counted for FTE credit.
0 The codes on the riglof the attendance sheet are attendance codes. They should not be mistaken
for gradingcodes ad should not be used as such.
0 As stated aboveletach and only sign the 10% roster at this point.

Due date forl0% rostes i Within five (5) working days following
the census date (10% point of your class).

(See Form B)



GRADE CODES (ATTENDANCE SHEET)

The foll owing codes are grades that should appe
other deviations of the grade codes should be entered on the attendance sheet.
A 4.0 Grade Points

3.0

2.0

1.0

0.0

0.0

0.0

0.0

0.0

0.0

0.0 (ACA 115 only)

0.0 (ACA 115 & Credit by Exam)

0.0 (Credit by Exam only)

I D B D B D B D> B
CT

OCwm> Z-Too0Ow>
P §§>

Below, you will find the definitions of when to give the correct withdrawal grade. Questions concerning
these proceduseshould 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 miderm----Recor d AWO (withdraw) i n the gre
attended, record the drop date, and sign yo
sheet.

2) A student that has registered for a specific class but wishes to drop the class afterténernid
-Record AWFO (withdraw f ail i nthge)lastidate attdnded, g r a d
record the drop date, and sign your initials. Extenuating circumstances with proper
documentati on may war rtaenrtm.a AANVOA VHOf tdeare st hreo tmi
student 6s grade point aver agtendancesheet or d a A WF

*** Not e: Under no circumstances wil | the regi
Dropping classes remains the responsibility of the student, not the instructor. No student will be
all owed to ANAADDO adatl ass after the census

(See Form A & C)



STUDENT INITIATED WITHDRAWAL (PAGES 50 -51, 2007/09 BCC CATALOG)

Through the MidTerm: A student may withdraw from a course at Bladen Community College
through the date of miterm, as specified by the academic calendar in the College Catalog, and receive
a grade of AWO on hi s/ her academic r e cawal d pr
procedures.

After the MidTernt A student may withdraw from a course at Bladen Community College after
the end of the midlerm, as specified by the academic calendar in the College Catalog. In such cases, a
grade of AWFO will the raccadadredm@ d orectohre .st urcheen gr
as a failing grade in determining the student s

If the student presents written documentation of extenuating circumstances which make it
impossible for the student to continue in the coufter the midt e r m, a grade of fAWoO
upon agreement of the instructor and the MRcesident of Student Services. An extenuating
circumstance is defined to be a condition that became existent after thermigvhich forced the
student to witdraw 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 attendancichircases a student will
receive a grade of AWO0 on his/ her academic rec
itself meet the requirement of an extenuating circumstance.

ADMINISTRATIVE REMOVAL FROM CLASS:

A student is duly enrolled ia class when he/she has paid all tuition and registration fees. A student
may withdraw from a class by adhering to fnoffic
circumstances students will be removed / withdrawn from class by the instructor. rélesyfallows:

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 tc
pursue the learning activities of the caursThisisconsier ed a fAno s hodwo,; é
wi || be placed on the studento6és academic r
documented day of class for distance education courses.

2. He or she ceases attending class or submitting assig;mm®tudats who do not attend at least
80 percent of the scheduled class sessions will be dropped from the class roster with a grade of
A Wo or A WF o d e p e n dwitmdgawalodate. t [seussionf forums,i emnhils,
documented facto-face meetingsassignments, 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:

Contact Hours | Twenty Percent
32 hours 6 hours
48 hours 10 hours
64 hours 14 hours
80 hours 16 hours

3. Students who do not attend claskr two consecutive weeks mudbe dropped from the class
roster with a grade of #AW0O or AWFO Thspendin
applies to all classes regardless of course contact hours or course delivery nipteogssion
forums, emails, documented fateface meetings, assignments, or tests will serve as attendance
verification for distance delivery venues.)

NOTE: An administrative drop shal/l be submitte
of the student achieving withdrawal / removal status.

9



COMPLETING THE DROP FORM

Of cour se, record the nambeagoei D0 s é&A)amidaey e n u
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.
is the last date the student attendeel tlass (for distance courses, the last day they made contact or
compl eted an assignment). Record ANAO in fl ast
class for a seated course or did not show up for orientation, make contact, or casggiments for
distance courses. The drop date waiWaysbe 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 Priégtriest@bladencc.edlor Faye

Turner fturner@bladencc.eduithin 72 hours of the student achieving drop status. This action will

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

Student s name

Last four digits of the Social Security numlmer

ACol | eague | Do

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

Last Date AttendedSee attendance definition on

page 9

e Drop Date (alwaysthe day the drop is being
completed)

e Grade (i .e. AWO or AWFO)

10
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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.

11



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)

Outof-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 forll curriculum students $ 10.00
(per semester)

PARKING/SECURITY FEE:

Mandatory fee forll curriculum students $ 5.00
(per semester)

STUDENT ACCIDENT INSURANCE:

Mandatory fee forll 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 DegrieeNursing 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/springrsemest
However, tuition charges are based on 1 through 16 credit hours.

12



TUITION/FEES CURRICULUM PROGRAMS

(per Semester)

Credit Tuition Cost Technology Parking 1 Student Tuition/Fees
Hour(s) by Hour Activity Fee Fee Security Fee | Insurance Total
1 $50.00 $ 16.50 $ 10.00 $5.00 $1.25 $8275
2 10000 16.50 10.00 5.00 1.25 13275
3 15000 16.50 10.00 5.00 1.25 182.75
4 20000 16.50 10.00 5.00 1.25 23275
5 25000 16.50 10.00 5.00 1.25 282.75
6 30000 16.50 10.00 5.00 1.25 33275
7 35000 16.50 10.00 5.00 1.25 38275
8 40000 16.50 10.00 5.00 1.25 43275
9 45000 16.50 10.00 5.00 1.25 48275
10 50000 16.50 10.00 5.00 1.25 53275
11 55000 16.50 10.00 5.00 1.25 58275
12 60000 25.00 10.00 5.00 1.25 64125
13 65000 25.00 10.00 5.00 1.25 69125
14 70000 25.00 10.00 5.00 1.25 74125
15 75000 25.00 10.00 5.00 1.25 79125
16-18 80000 25.00 10.00 5.00 1.25 84125

*Tuition cost by hour is based on irstate residency status. Oubf-state residentswill be charged $241.8 per credit hour not
to exceed a maximum tuition charge of $,860.® 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 & insuraeowill be charged as noted above.
**Tuition/Fees noted are contingent upon legislationpassed by the North Carolina Legislature and are subject to change.
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INCOMPLETE GRADE FORM

The regi straroés of fice doean n
i ncompl ete Al 0 grade on the s
i nformed of the Al o0 grade at t
until the end of the subsequent semester to make ug the® gr
(i ncluding the summer session).
spring semester, the student has until the end of the summer sessiol
to complete the course. | f not ,
More or less time can be allocatiat an incomplete to be resolved.
A contract exists that will supersede the BCC College Catalog.
| ncompl ete grade forms can be o
(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.

9
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VAIE

DIV. CODE > DEPT, CODE
TERM

INSTRUCTOR

CLASS TITLE

CLASS NO.

CLASS TYPE

BEGIN DATE END DATE
CENSUS DATE

TOTAL STUDENTS ENROLLED AT REPORTING DATE

MEMBERSHIP HRS._ CONTACT HRS.

MONTHS IN TERM

PRO
oD

BLAVEN VUMMUNITY VULLEUE
_ CLASS SCHEDULE

LECTURE OR LABORATORY LOCATION

LOCATION

Form A

STUDENT SERVICES COPY

CURRICULUM

*
F = Financial Aid

V s Veteran

P = Payment Required

CODES:

E = FIRST DAY OF ATTENDANCE
X = ABSENT

W = WITHDRAWAL AFTER CENSUS
NA = NEVER ATTENDED

T = TARODY

A = READMITTED
SEAT
W TOTAL

BEFORE YOU ADD A NAME TO THIS ROSTER, YOU MUST
VERIFY REGISTRATION WITH THE REGISTRAR'S OFFICE.

INSTRUCTOR 0. NO.

16

INSTRUCTOR'S SIGNATURE

DATE
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