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RECORDS
Transcripts of Records Policy
In accordance with the Federal Family Educational Rights & Privacy Act (FERPA) of 1974 and subsequent amendments, official 
academic transcripts cannot be released without the written consent of a student or alumnus. Pace University has contracted 
with the National Student Clearinghouse to handle all official transcript requests for current students, former students and 
alumni. Students may submit their request online via the Clearinghouse website at www.getmytranscript.com (https://
nam12.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.getmytranscript.com%2F&data=05%7C02%7Cjkirtman%40pace.edu
%7C92e67db2b67b42d9c52108dd6324b597%7C0799c53eca9a49e88901064a6412a41d%7C0%7C0%7C638775731505371301%7CUnknown
%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C
%7C&sdata=jca%2FvQPJDaPmCfrdXIZwarsrSgRv0oLobSs7r0A8CQ8%3D&reserved=0) for a fee. There is no fee assessed for unofficial academic 
transcripts which can only be obtained via Pace Portal (https://portal5login.pace.edu/cas-web/login/?service=https://portal.pace.edu/cas-
login.php&_gl=1*1b7ckx5*_gcl_au*MTQ4MTMwODk1MC4xNzQyNDg0MTEw*_ga*MjkyOTgyNzI2LjE3NDI0ODQxMTE.*_ga_YDJJKW26BD*MTc0MjQ4OTcwOC4yLjEuMTc0MjQ5MTI2MS4zNy4wLjE5Mzc5MDIxODk.) by 
active students.

Official academic transcripts are sent directly via mail as hard copy or electronic delivery to the entity identified on their request. Please note, official 
academic transcripts sent via hard copy mail to students are marked Official Transcript Given to Student in a Sealed Envelope. The University accepts no 
responsibility for the accuracy of an unofficial academic transcript after it has been printed.

Family Educational Rights and Privacy Act (FERPA)
The Family Educational Rights and Privacy Act (“FERPA”) is a federal law designed to protect the privacy of a student’s education records, establish a 
student's right to access and review his or her education records, provide guidelines for the correction of inaccurate and misleading information that 
may be contained in those education records, and create a right to file complaints about alleged FERPA violations with the Department of Education.

Once a student reaches 18 years of age or attends a postsecondary institution, the rights created by FERPA transfer from the student’s parents to the 
student. These rights include:

• The right to have access to and review his or her education records maintained by the postsecondary institution.
• The right to seek amendment of his or her education records that contain inaccurate and misleading information.
• The right to limit the disclosure of personally identifiable information in his or her education record.
• The right to file a complaint about alleged FERPA violations with the Family Policy Compliance Office of the Department of Education.

FERPA protects personally identifiable information in a student’s education records. Education records are defined under FERPA as those records, files, 
data, video and audio tapes, handwritten notes and other material that contain information that is directly related to a student and maintained by Pace 
University or a party acting for the University. There are exceptions, however, to the definition of education records. For example, the term education 
record does not include:

• Records kept in the sole possession of the maker, used only as a personal memory aid, and are not accessible or revealed to any other person 
except a temporary substitute for the maker of the records.

• Records of the Safety and Security Department of the University.
• Records relating to a student’s employment with the University.
• Records maintained by a physician, psychiatrist, psychologist, and other health care professionals in connection with treatment of a student.
• Records created or received by the University after a student is no longer in attendance and that are not directly related to the student’s 

attendance at the University.
• Grades on peer-graded papers before they are collected and recorded by the instructor.

Personally identifiable information includes, but is not limited to:

• The student’s name.
• The name of the student’s parents or other family members.
• The address of the student or the student’s family.
• The student's social security number or student identification number.
• Other indirect identifiers, such as the student’s date of birth, place of birth, and mother’s maiden name.
• Any information that alone, or in combination with other information, is linkable to a specific student that would allow a reasonable person who 

does not have knowledge of the relevant circumstances to identify the student with reasonable certainty.

Access to and Review of Education Records
Under FERPA, a student has the right to have access to and review his or her education records with the exception of the following records:
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1. information contained in an education record concerning students other than the student whose education record is being accessed;
2. financial records, including any information those records contain, of the student’s parents; and
3. confidential letters and statements of recommendation placed in the student’s education records after January 1, 1975 provided the student 

has waived his or her right to review those letters, and confidential letters and statements of recommendation placed in the student’s education 
records before January 1, 1975 and used only for the purpose for which they were specifically intended. (In order to waive the right to review 
confidential letters and statements of recommendation in a student’s education record, the student must submit a completed and signed Waiver 
of Right to Review Confidential Letters and Statements of Recommendation form to the Office of the Registrar.)

Any student who wishes to access and review his or her education records must submit a dated written request to the custodian of the record, e.g., 
the Office of the Registrar, a department chair, a program director, a faculty member. No later than 45 days after receiving the student’s request, the 
custodian will make arrangements for the student to review his or her education records. A representative of the University may be present during the 
inspection, and the student may be required to present valid photo identification before accessing the records.

Amendment of Education Records
Under FERPA, a student who believes information in his or her education records is inaccurate, misleading, or in violation of the student’s privacy 
rights recognized by FERPA, has the right to request that the records be amended. The right to seek amendment of an education record does not 
include changes to a grade unless the grade assigned was inaccurately recorded, an opinion, or a substantive decision made by the University about 
the student.

To request an amendment, the student must submit a written request to the custodian of the record. The request should clearly identify the portion of 
the record the student seeks to have amended and specify the reasons for the requested amendment. If the custodian of the record determines the 
information contained in the record is inaccurate, misleading, or in violation of the student’s privacy rights recognized by FERPA, the custodian will 
amend the record and notify the student of the amendment in writing.

If the custodian determines an amendment of the student’s education record is not warranted because it is not inaccurate, misleading or in violation 
of the student’s privacy rights recognized by FERPA, the custodian will inform the student in writing of the decision not to amend and will also inform 
the student of his or her right to a hearing on the matter. The student’s written request for a hearing must be received by the dean for students of 
the student’s home campus within 30 calendar days of the date of the custodian’s decision denying an amendment, and the hearing shall be held 
within a reasonable time thereafter. Within 5 business days after receiving the student’s written request for a hearing, the dean for students or his or 
her designee will appoint a hearing officer to review the matter. The hearing officer must be a University representative with no direct interest in the 
outcome of the matter.

The hearing officer shall, in his or her sole discretion, determine whether, under the circumstances, the hearing should be conducted in-person or 
by telephone. The hearing officer shall provide the student and the custodian of the education record at issue with reasonable notice of the date, 
time, and place of the hearing if it is to be in-person and the date and time if it is to be conducted by telephone. The student and the custodian shall 
each have the opportunity to present evidence at the hearing in support of their respective positions. The student may, at his or her own expense, be 
assisted or represented by one or more individuals, including an attorney, of the student’s choice.

Within a reasonable time after the hearing, the hearing officer will notify the student and the custodian of the record in writing of the hearing officer’s 
decision. The hearing officer’s decision must be based solely on the evidence presented at the hearing and must include a summary of the evidence 
and the reasons for the decision. If the hearing officer determines the information contained in the record is inaccurate, misleading, or in violation 
of the student’s privacy rights recognized by FERPA, the record will be amended. However, if the hearing officer determines the information is not 
inaccurate, misleading, or otherwise in violation of the student’s privacy rights recognized by FERPA, the education record will not be amended and the 
student has the right to place a statement in his or her record commenting on the contested information and explaining why he or she disagrees with 
the hearing officer’s decision.

Disclosure of Education Records to Third Parties
Absent an exception under FERPA, the University must obtain a student’s prior written consent before it discloses personally identifiable information 
from a student’s education records to a third party. In order to authorize the disclosure of personally identifiable information from his or her education 
records to a third party, a student must complete, sign and date the Authorization to Disclose Information from Education Records form and submit it 
to the custodian of the record from which the disclosure is to be made.

FERPA provides a number of exceptions, however, that allow the University to disclose information from a student’s education record without the 
student’s consent. Circumstances under which the University may disclose personally identifiable information from a student’s education records 
without obtaining the student’s consent, include, but are not limited to, the following:

• To University officials with a legitimate educational interest in the personally identifiable information to be disclosed. A University official includes, 
without limitation, faculty; officers; administrators; administrative assistants and clerical staff; safety and security staff; trustees; attorneys; 
auditors; health care providers; members (including student members) of University-sponsored committees and disciplinary boards; student 
employees assisting other University officials in performing their duties and responsibilities for the University; and a contractor, volunteer or other 
party to whom the University has outsourced University services or functions. A University official has a legitimate educational interest in the 
personally identifiable information to be disclosed if the official needs to review the education record in order to fulfill his or her professional duties 
and responsibilities for the University.
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• To officials of another school in which the student seeks or intends to enroll.
• To the parents of a tax-dependent student as defined in section 152 of the Internal Revenue Code of 1986.
• In connection with the student’s request for or receipt of financial aid if the information is necessary to determine the eligibility, amount or 

conditions of the aid, or to enforce the terms and conditions of the aid.
• In connection with a health or safety emergency if knowledge of the personally identifiable information is necessary to protect the health or safety 

of the student or other individuals.
• To the parents of a student under the age of 21 at the time of disclosure, and the disclosure concerns the student’s violation of a federal, state 

or local law or University policy regarding the use or possession of alcohol or a controlled substance, provided the University has determined the 
student has committed a disciplinary violation with respect to the use or possession, and the disclosure does not conflict with any state law that 
prohibits such disclosure.

• Directory information (see discussion below of directory information).
• To comply with a judicial order or lawfully issued subpoena.
• To a victim of an alleged perpetrator of a crime of violence or a non-forcible sex offense concerning the final results of a disciplinary hearing with 

respect to the alleged crime.
• The final results of a disciplinary proceeding related to a crime of violence or non-forcible sex offense may be released to any third party if the 

student who is the alleged perpetrator is found to have violated the University’s policies. Disclosure under this exception is limited to the name 
of the student perpetrator, the violation committed, and any sanction imposed. The disclosure shall not include the name of any other student, 
including the victim or a witness, without the prior written consent of the other student.

• To authorized representatives of the Comptroller General of the United States, the Attorney General of the United States, the U.S. Secretary 
of Education, and state and local educational authorities for audit or evaluation of federal or state supported education programs, or for the 
enforcement of or compliance with federal legal requirements that relate to those programs.

• To organizations conducting studies for or on behalf of the University for the purposes of administering predictive tests or student aid programs, 
or improving instruction.

• To accrediting organizations to carry out their accrediting functions.

Directory Information
FERPA permits the University to disclose directory information to the public without obtaining the student’s prior written consent. Directory 
information is defined by FERPA as information contained in a student’s education record that would not generally be considered harmful or an 
invasion of privacy if disclosed. The University has defined directory information more specifically as:

• Student’s name
• Campus telephone number
• Campus address
• University e-mail address
• Date of birth
• College or school in which the student is enrolled
• Program and/or field of study
• Enrollment status, e.g., undergraduate or graduate student, full-time, part-time, not enrolled, graduated
• School attended immediately prior to enrolling at the University
• Dates of attendance
• Degrees and honors
• Awards received
• The weight and height of members of athletic teams

Students may “opt out” of directory information and request that directory information, as defined above, be withheld, in whole or in part, and released 
only with the student’s prior written authorization. Students who wish to opt-out of some or all of the directory information must complete and sign a 
Request to Opt-out of Directory Information form and submit it to the Office of the Registrar on or before September 30 of each year. (Students who 
transfer to the University in the spring semester or return to the University in the spring semester after a leave of absence must submit a completed 
and signed Request to Opt-out of Directory Information form to the Office of the Registrar on or before February 15.) Students who wish to revoke 
their previous request to opt-out of some or all of the directory information must submit a completed and signed Request for Revocation of Opt-out of 
Directory Information form to the Office of the Registrar.

Complaints of Alleged Failures to Comply with FERPA
A student who believes his or her FERPA rights have been violated or that the University has failed to comply with the requirements of FERPA has the 
right to file a complaint with the federal office that administers FERPA. Complaints should be addressed to:

Family Policy Compliance Office 
US Department of Education 
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400 Maryland Ave, SW 
Washington, DC 20202-5901 
Phone: 202-260-3887

Additional Information About FERPA
The following U.S. Department of Education publications provide additional information for students and parents about FERPA: Frequently Asked 
Questions About FERPA, Disclosure of Information from Education Records to Parents of Students Attending Postsecondary Institutions, and FERPA 
General Guidance for Students.

Forms
The following forms can be found at www.pace.edu/registrar/forms (https://www.pace.edu/registrar/forms/):

• Authorization to Disclose Information from Education Records
• Request to Opt-out of Directory Information
• Request for Revocation of Opt-out of Directory Information
• Waiver of Right to Review Confidential Letters and Statements of Recommendation Revocation of Waiver of Right to Review Confidential Letters 

and Statements of Recommendation

https://www.pace.edu/registrar/forms/
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